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Preface

SOR Il grants have been awarded to increase access to and to improve the quality of community mental and substance use
disorder (SUD) treatment services through the expansion of Certified Community Behavioral Health Clinics (CCBHC).

Infended Audience

This Standard SOR Il user guide has been prepared for provider agency staff members delivering SOR Il services to

individuals. Information included will assist providers in understanding the standard WITS SOR Il system and the data entry
requirements for the SOR Ill grant.

ﬂ Note: Screen captures, and other information included in this Standard SOR Il user guide may differ based on
the settings established for your Training and/or Production site(s).

System Requirements

WITS is a web-based application accessed through an Internet (web) browser using an Internet connection.

Infernet Browsers

WITS is compatible with up-to-date versions of most modern Internet browsers such as:
=  Apple® Safari®
=  Google Chrome™
®=  Mozilla® Firefox®

®=  Microsoft Edge

[l Note: Do not allow your Internet browser to save your password, as this information will be routinely updated.

Pop-up Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window when selected. Make
sure your browser allows pop-ups from WITS.

| FEI Systems Intended Audience | 1



SOR Il End User Guide

Contents
INEENAEA AUGIENCE ...ttt ettt b bbb b bbb bbb bbb bbb bbbt eb bbb bbb seeebene 1
SYSTEM REGUITEMENTS ...ttt etttk s st s e st e s e st s e s e s et e e b e st et s et e st n et eaea e et esese e et es e st e e s et eneabeseneseesenenn 1
INEEINEE BIOWSELS ...tttk h et bbbttt h bttt b st eb e bt s eb st eaebe s et s b e ke st et ek ene st ebebenenea 1
POPUP BIOCKET ...ttt ettt et s et b et e st et et a2 b et e s et e s e s e st s es et en e s e b ess s et esea s s eses et eseses e s esesensesebenesesesennnnas 1
CUSTOMIEE URL LINKS ..ottt sttt ettt ne s bebenenen 1
Part 1: WITS Information 4
WOTKFIOW DIGGIAM ...eieieiiii ettt ettt ettt b bbb b e s e b b e b e s e b et e s e se st s et et et esese s et ese s et e s e s eses e s e aeaes e s eseses e s sseseasse bt s s s s s ssnaes 4
GraNt EPISOTE CONCEPLS ....vvveiieieieieietetetetete ettt bttt te s s s s eses s eaesestseseata st ettt e ettt ettt e e et es et e s e s et s e st eses e st et esesesesesetesesas 5
Part 2: Client Setup 7
SEAMCH TOF @ CHENT ...ttt ettt s ettt s et eneee 7
ClIENT SEATCH TIPS .ottt b ettt s etk ae et et e ae s bt e s et s s eaeaestaea e st e s ea e s eseseaea et e e et s ettt ettt es st s et s st esaes 8
CrEATE CHENT PrOTIE ...ttt ettt ettt bt s e b et e e b et e st s e s et eat e s e b e s ea e s e b ese s et ese st eses et esseseses et eseneasesesenessesesnnn 9
AEEINATE INGIMES ...ttt ettt ettt ettt ettt et sttt ettt sttt b bbb b s enene 11
AdAITIONA] INFOIMATION. .....cuiviiictieie ettt ettt ae sttt b s et et e b et ese s e s etesses et ess s ebesese s esesessesesessesesnsens 12
(@eT a1 =Tl 4 [ | OO PSSP 13
Collateral Contacts.... ...15
OLNEI INUMDETS ...ttt bbbttt ettt ea ettt ettt ettt sttt ettt ettt 18
HISEOMY -ttt etttk et b bbbtk s S h ekt A kR etk h Rt A Rttt h ekt etk et A ke n et b sttt b e ntenens 19
Part 3: Client Intake and Program Enroliment 20
CHENT ACHIVITY LISt .veueieteteteietetetetetete ettt ettt ittt s s s s e s eses s eseseseseseaes e ea e e et ee et et e e e s s e s ebeses s e s et e s et esesesesesesebesesesetesesesasesenas 20
Start NEW EPISOAE (NEW ClIENTS) .....ueueieieieieieieieieieieieieiei ettt ettt ettt b bt e bbb et bt s et b b e b e bbb et ebebebebesetetebena 22
DK ettt ettt bttt etk s et e st b et s et h e R es s es ek en s e A ek en et b e s eA et es et e st s eRes s s s et ent sk eses e s eseseatesesensebesetens 23
e oTo =T g T =1 0T )| TR U USRS 24
Part 4: GPRA Interviews 26
COMPIELING INTEIVIEWS ...ttt b ettt ettt ettt ettt ettt e 27
ACTION BUTEONS. ...ttt ettt ettt ettt sttt 29
AULOMATION (SKIP LOGIC) -euuirieiiii sttt etttk b bbbk b bbb bbb bbb e s e s s s et st st aene st eata et tatatnentatanea 28
ANSWETS REVIEWET ...ttt ettt sttt ettt 31
GPRA INTAKE INTEIVIBW ...ttt bbbttt ettt eneeas 30
GPRA Interview ComPlIanCe DELAIIS .....c.c.c.eueueuiuiuiiiiiieieieiee ettt et b ettt b ettt b ettt b bbbk b bbb b bebebebenes 37
GrANT REGUITEIMENT ....eiieeiiietet ettt ettt ettt ettt et e st et et es e e s et es e s e s e st s eseses et esesen e s esesenses et ent s et esese s esesentesesesensesesensesesenenen 37
GPRA FOOW-UD DUE SUMIMAIY SCIEEN ......viviiieieieieieieieieteteatstatseststseseseststsesestaeata et es ettt ettt e et tasesesesssesesesssesesesssesessssesesesesesens 39
GPRA FOOW-UP DUE DELAIl SCIEEN ...ttt ettt ettt b et et s s et s et e st e s et e st s s et as e sesesassesesesesesesansans 41

GPRA Follow-up Interview ..........cccccue...
GPRA Discharge Due Screen

GPRA Discharge Interview.......
Part 5: Encounters 52
Create ENCOUNTEN INOTES ......ooiiiiiiiitciete ettt ettt b ettt b ettt b et b et b bt st bbbt ekt st bt naenen 52
S aTeloT0 T} 4= g o 1 =TSPTSRO 54
ENCOUNTEN INOTES ...ttt ettt ettt sttt e 56

2 | System Requirements | FEI Systems



SOR Il End User Guide

FiNalize ENCOUNTEr (OPLIONAI). ...cuiiiiiii ettt bbbt b bbb sttt ettt ettt eneaea 57
Part 6: Consent and Referrals 59
Create ClENt CONSENT RECOIT......c.o ittt ettt s e s s e s s st s e s eses e s e s e st s e e es e st s e s eaea ettt ettt ettt et saeane 59
Print the CHENt CONSENT FOMMN . ...ooiiiiiiieieieie ettt ettt ettt ettt st ettt eb e st b e s et e se s e s et ess s ebesess s eses s s esesens et esesesesesens 61
REFEITAIS ...ttt sttt e st b s et e b e b e b et b e s e s e s e b e s e s e b e s et e s e st e s e s et et et e s e s s e s e s et et eAea s At A e n s e e et st aene et e ne 63
Create @ ClIENT REFEITAI .....ueeieieecieecetee ettt s ettt ettt ettt et et s st s et et bbbt es st esesee 63
VIBWING REFEITAIS ...ttt ettt ettt ettt ettt 65
REFEITAIS TN .ttt s s s e s s s s s s s s s e s e s s s e e e et e e e a2 e s s s s e s e s e s s e s es s et et eb s et s et et esesesesesesesetesesas 65
RETEITAIS OUT ..ottt s ettt £ e e b2 et e bt et e b e sttt b bt s et e b e b et et ebebetetebenas 68

Part 7: Overdose Reversal Kits 69
Add New OVErdose REVEISAl Kit EVENT........cciueueieieieieieieietcitieeititeie ettt ettt sttt sttt s sttt e b et et esetebesesee 70
N@IOXONE PUMCNASE. ...ttt ettt ettt b ettt s e st e s et e seeb e b et es e s e s esese s eses b s esesessesebesessssesesessebesessesesasens 72
NGIOXONE DISTIIDULION ...ttt ettt sttt b s st e e e s et e e s e s e e s s et en e aaebese e s eseseneaseseneenesenens 79
N@lOXONE AAMINISIIATION. ...ttt ettt ettt et s st e st e s et eseeb b et ese s es et ese s es et easesesessesesesessesesesessesesesensesnsens 84
[T JE=1Y7=T £ U TSRS 88
Reviewing an Overdose REVEISal Kit EVENT........co ettt s ettt ettt ettt eeea 92

P Note: Notes contain information for users to take note of, as the information may affect what the user does
with the system.

© Tip: Tips contain information helpful to the user, such as providing an easier way to do something.

A Important: Typically, these highlight details for the user to consider or review before continuing with a step or
action within the system. This information may warn the user about possible error messages that may occur if
the instructions are not followed, or it may indicate/remind users of additional actions to take before
proceeding, such as downloading required software.

| FEI Systems System Requirements | 3



SOR Il End User Guide

Part 1: WITS Information

WITS allows providers to easily enter information for individuals and services they receive as part of the SOR Ill program.
®  The initial provider agency that works with an individual will create the client profile, intake, and enroll the client
into a SOR Il program.

= [f the provider agency needs to refer an individual to another provider for services, WITS has an automated
consent/referral process that is HIPAA/42 CFR Part 2 compliant. Once the referred-to service provider accepts the
referral, WITS will automatically set up the client profile, intake and SOR Ill program enrollment.

=  SAMHSA has OMB certification for the GPRA, so that the initial agency can enter GPRAs or the referred-to agency
can enter the GPRAs. WITS will ensure that there are no duplicate GPRAs created for individuals enrolled in the
SOR Il program. Also, if the providers have entered encounters, WITS will map those encounters to the SOR Il
discharge GPRA.

Workflow Diagram

The following diagram illustrates the standard SOR IIl workflow process.

Client Profile il GPRA Intake Consents and Referrals (JPR'A{S et GPRA Discharge
Enrollment Follow up

() Required Step
- Optional Step

4 | Workflow Diagram | FEI Systems
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Grant Episode Concepts

@ Where: Agency > Agency List > Facility List > Programs

Background

When a client's GPRA interviews are completed, they are sent to SPARS. Each type of GPRA Interview (Intake, 6 -Month
follow up, Discharge) is sent automatically as an upload from WITS. If the same type of GPRA is sent twice (for example, if
two GPRA Intakes are completed), SPARS will inactivate the first GPRA Intake interview when the second is completed. In
order to prevent older interviews being inactivated in error, WITS has a grant episode.

Grant Episode Concepts

The ability to enter a GPRA in WITS only becomes available when a WITS client program
enrollment (CPE) exists where the associated program has a value in the Grant field and the end
user has the GPRA (Full Access) security access role.

GPRA Menu Item

Grant Episode

This allows the client to be referred to other agencies and have the same grant episode. If Agency
A completes the GPRA Intake and then refers the client to Agency B, Agency B will be able to
continue the grant episode and complete the GPRA 6-Month Follow Up and GPRA Discharge
interviews for the same client. This will prevent another agency from inadvertently inactivating the
previous GPRA Intake because the grant episode will remain assigned to this client in other
agencies.

1.

The Grant Episode is created and put into a ‘Pending’ status when the Client Program
Enrollment (CPE) is created for a program with a Grant field value.

The Grant Episode follows the client's UCN throughout the process of creating GPRAs.

The 'Pending’ grant episode will become 'Active’ once the GPRA Intake interview is
completed.

It will remain active through the 6-Month Follow-Up and Discharge interviews.

Once all 3 interviews are completed, the Grant Episode will have a status of ‘Closed.’

Once the Grant Episode is ‘Closed’, a new ‘Pending’ Grant Episode can then be created if the
client needs treatment again.

The WITS Administrator could change Grant Episode from ‘Active’ to ‘Inactive’ (this can be
done upon creation of a client program enrollment within a different agency)

WITS Administrator Process

Use Case: Client with GPRA intake at one provider goes to another provider without a WITS consent/referral

1. If the client goes to another provider who attempts to add a Client Program Enrollment in SOR Il and that client/UCN

already has an ‘active’ grant episode, the system will prohibit this.

— The provider/user will be presented with a WITS error message to contact their WITS Administrator with
the client’s information.

€ There is a problem creating this client record. Please contact your system administrator to resolve this conflict”

| FEI Systems
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2. The WITS Administrator ill then be able to determine if the client can be added within the agency by either continuing
the existing episode or creating a new episode (which will inactivate the previous episode).

6 | Grant Episode Concepts | FEI Systems
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Part 2: Client Setup

Search for a Client

@ Where: Client List Screen

Before creating a new client record, search for your client to make sure the client is not already in WITS.

To view clients within your agency, click on the Client List menu item. A blank Client List screen will appear.

Use the fields in the Client Search section to narrow your results.

Tip: When searching for a client, try to use unique information, such as birthdates or social security numbers, if
possible. You can also enter a partial name (or other field) followed by a “*". This is called a wild card search.

For instance, if you search for Last Name of “Smit*”, the search results will display people with the last name of
“Smith”, "Smitty”, “Smithson”, etc.

After selecting from the search fields, click Search to view the results.

Client List

Client Search
> Client Profile

Facility First Name Last Name Unique Client Number
Linked Consents

Non-Episode Con.

> Activity List m Advanced Search ~ x Clear

Episode List

Client List
-+ AddClient /> Export

FULL NAME UNIQUE CLIENT #

GEORGE, Susan
@ 3/5/2000 Female J7944201K134644 321-54-9876
SMITH, Joseph
@ 2/24/1990 Male 0Q683468QW753564 12 @
Profile
THOMAS, Emma Activity List
@ 3/3/1900 Female J773476LX673544 23

Linked Consents

Clients with Consents from Outside Agencies

Currently, there are no results to display for Clients with Consents from Outside Agencies

4. Look foryour client in the Client List. If you find the right person, view their profile by pointing to the three dots icon
in the Actions column and clicking the Profile link. If you do not find your client, you can create a new client record.
| FEI Systems
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Client Search Tips
Client Name or Number

Use a client’s nickname or alternate names in the First Name or Last Name fields.

Examples:

Use an asterisk (*) to perform a wildcard search.

Find clients whose last name starts with “Jon”: Jon*

Client Search

Facility

m Advanced Search v

First Name

Jon*

x Clear

Last Name

Unigue Client Number

= Search by the last 4 digits of a client’s SSN: *1123

Client Search

Facility

SSN
1123*

Agency

Administrative Agency

Case Status
All Clients

m Advanced Search ~

First Name

Jon*

DOB

Primary Care Staff

Yes Mo

Mumber Type

x Clear

Last Name

Client Id

Treatment Staff

Other Number

Unigue Client Number

Provider Client [D

Intake Staff

Include Only Active Consents

@ves One

8 | Search for a Client
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Create Client Profile

@ Where: Client List > Client Profile

To add a new client to the system, follow the steps below.

n Note: Please search for each client before creating a new record.

1.  On the left menu, click Client List.

2. On the Client List screen, click Add Client.

6]

Home Page

Agency

00
[(=—=1

Group List

4
ical

Client List .
Client Search

> Client Profile
Facility
Linked Consents
Mon-Episode Con...

» Activity List

First Name

Last Mame Ul

Advanced Search v x Clear
Episade List
-
Client List
d +Addclient 2> Export
FULL NAME UNIQUE CLIENT #

GEORGE, Susan

@ 3/5/2000 Female LB

AN siTH losenn

3. On the Client Profile screen, enter the required client information. See the table below for information on each field.

A Important: When adding new clients to the system, review the Client Profile fields for accuracy before saving
the screen. Once the Client Profile screen is saved, a Unique Client Number (UCN) is created based on the data
provided. It is important to enter client information correctly to avoid duplicate client entry in the future.

I B

First Name

Middle Name
Last Name

Gender

DOB
SSN

Provider Client ID

| FEI Systems

Type the client’s current first name.

(Optional)

Type the client’s current last name.

Select the client’s gender from the drop-down list.
Enter the client’s date of birth.

Type the last four digits of the client’s Social Security
Number.

(Optional)
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Client List

~ Client Profile

Contact Info

Collateral Con.

Other Numbers
Group List

History

Document Sto...

Ciient List
Linked Consents

> Activity List

Episode List

Support Ticket

4. Click Save.

Non-Episode Con...

@ Atleast one Phone Number must be added for the Client record to be complete x
@ At least one Collateral Contact must be added for the Client record to be complete x
Client Profile
A Hide Context Information
Unique Client Number State Client ID
Created By Created Date Updated By Updated Date
First Name Middle Name Last Name
Sex Gender Identity DOB
. . [a]
Last 4 Digits of S5N Provider Client 1D
Uplead Profile Image
No File Selected. Upload
4 ™\
Alternate Names
—+ Add
Currently, there are no results to display for Alternate Names
(. S
s N
Addresses
—+ Add
Currently, there are no results to display for Addresses.
(. S

5. Click the Next button to move to the Alternate Names screen.

10 | Create Client Profile
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Alternate Names

The client’s nickname or street name may be entered on this screen

o Tip: Alternative names can also be used to search for the client’s profile in the future. On the Client Search
screen, type the client’s alternative name in the First Name and/or Last Name fields.

1. On the Alternate Names screen, click Add Alternate Name, and the fields become editable.

Alternate Names

Currently, there are no results to display for this list.

# + Add Alternaie Name

First Name Middle Name
Last Name Client Alias Type
< Back Next » m m x Cancel

2. Complete at least the First Name field.

Alternate Names

Currently, there are no results to display for this list

+ Add Alternate Name
First Name Middle Name
Johnny
Last Name Client Alias Type

‘Save and Finish % Cancel

3. (Click Save and Finish. The name will now appear in the list at the top of the screen.

4.  From the Alternate Names screen, click the Next button to open the Additional Information screen.

| FEI Systems Create Client Profile | 11
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Additional Information

1. On the Additional Information screen, fields that are required.

Table 2-1: Additional Information screen

Field Description

Ethnicity Select from the drop-down list.

Selected Races Select one or more races.

Veteran Status

Select from the drop-down list.

Additional Information

Ethnicity

Races

Selected Races
Alaska Mative
American Indian
Asian
Black or African American

Native Hawaiian or Other Pacific Islander

ALV

Special Needs Selected Special Needs
None

No Response

Developmentally Disabled

Major Difficulty in Ambulating or Nanambulation

Moderate To Severe Medical Problems

Q0

Veteran Status

¢
v

Citizenship

Sexual Orientation Religious Preference

English Fluency Preferred Language

Interpreter Needed

General Client Comments

< Back Mext » m Save and Finish x Cancel

2. When complete, click Save, then click the Next button to open the Contact Info screen.

12 | Create Client Profile | FEI Systems
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Contact Info

@ Tip: Enter the client’s contact information on this screen to help locate the client for follow -ups.

1. On the Contact Info screen, a phone number must be entered for the client. The preferred method of contact will
appear on the Client Header for the client.

2. To enter an address, click Add Address. This will open the Address Information screen.

Contact Info

Preferred Method of Contact

Home Phone # Work Phone # Mobile #

Other Phone # Fax #

Email Address

Addresses

+ Add Address

Currently, there are no results to display for Addresses .

€ Back Mext » m Save and Finish % Cancel

3. Enter the client's Address Type, Address line 1, City, State, and Zip Code.

| FEI Systems Create Client Profile | 13
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Address Information

Address Type Confidential
| . Oves @ o

Address Line 1

Address Line 2
County

City State Zip

Save and Finish x Cancel

4.  When complete, click Save and Finish, and the client’s address information will show up on the Contact Info screen.
You may enter several addresses for a client. If a client has a new address, update the Address Type of the current
address record to “Previous”, then create a new address.

5. From the Contact Info screen, click the Next button to open the Collateral Contacts screen.

14 | Create Client Profile | FEI Systems
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Collateral Contacts

© Tip: Enter any collateral contacts for the client on this screen to help locate the client for follow -ups.

1.

2.

On the Collateral Contacts screen, click the Add Contact link.

Collateral Contacts

=} Add Contact

Currently, there are no results to display for Collateral Contacts

First Name

Address 1

l

|

Last Name

Address 2

l

||

Relation

Custodian

Gender
[
Date of Birth

85N
I
Home Phene

Work Phone

Mobile

Fax
[
Other

Legal Guardian

Active Date

Ingctive Date

£ Back Next »

City

State

Zip

[ I

I

Email

l

Can Contact

Consent On File

Maotes

Created

—

Last Update

| FEI Systems

Enter the required client information. See the table below for information on the required fields.
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Field Description

First Name Type the contact’s first name.
Last Name Type the contact's last name.
Relation Select the collateral contact’s relation to the client from

the drop-down menu.

Address, City, State Type the contact’s address information
Can Contact Select Yes or No.
Consent On File Select Yes or No.

16 | Create Client Profile | FEI Systems
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Collateral Contacts

-} Add contact

Currently, there are no results to display for Collateral Contacts .

First Name Agddress 1
Last Name Address 2
Relation City State Zip
Custodian Ermnail
O Yes O No
Gender Can Contact
O Yes O Mo
Date of Birth Consent On File
] O Yes @ No
SSN Notes
Home Phone
Work Phone
Created
Mobile |7|
Last Update
Fax |7|
Qther

Legal Guardian

O Yes O Mo

Active Date

2172021 (9

nactive Date

B

Save and Finish X Cancel

3. When complete, click Save and Finish. The collateral contact name(s) will be displayed in the list section of the screen.

4. From the Collateral Contacts screen, click the Next button to open the Other Numbers screen.

| FEI Systems Create Client Profile | 17
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Other Numbers

In this section, users can add additional identifying numbers for a client, such as a court case number.

1. On the Other Numbers screen, click the Add Other Number link. The bottom half of the screen now becomes
editable.

2. Fillin information such as, Number Type, Number, Start and End Date, Status, and Contact.

Other Numbers List

- add Other Nusmber P

Currently, there are no results to display for the Other Numbers List.

Other Number Profile
Number Type ) _\umber Start Date ) End Date
| | | | |
Status ) Flontact
| | |

Comments

< Back m x Cancel

3. The Contact dropdown box will display the names of any saved Collateral Contacts from the previous screen. If the
name of the Collateral Contact is not present, click on the Collateral Contacts screen to add a new record.

Other Numbers List

~ Add Other Number

Currently, there are no results to display for the Other Numbers List

Other Number Profile

Number Type Number Stan D

Comact

Active *| | Fox George

Fox, George

4.  When complete, click Save and Finish. The names now show up in the table on top of the screen.

5. Click Finish again, and you are redirected to the Client Search screen.

18 | Create Client Profile | FEI Systems
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History

The History sub-menu displays a list of all changes that have been made to the client information as well as any access to
this client’s record. It lists the date, the staff person, and a description of the access or change.

SMITH, Jamie

JS

J444457QW654655
UNIQUE CLIENT ID

@ Client List

Home Page

~ Client Profile
Alternate Nam.
Additional Inf...
00
== Contact Info

Group List

Collateral Con...
Other Numbers
Client List
History
Autharization
Empleyment
Allergies
Linked Consents
Support Ticket Non-Episode Con.

> Activity List

Episode List

| FEI Systems
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10/10/2000
DOB

Female
GENDER

R (111)222-3333 (mobile)

PREFERRED METHOD OF CONTACT

Client History
> Export

DATE CHANGED
1/21/2021 1:10 PM
1/21/2021 1:08 PM
1/21/2021 1:04 PM
1/21/2021 12:39 PM

1/21/2021 12:39 PM

SYSTEM ACCOUNT

Hewitt, Val

Hewitt, Val

Hewitt, Val

Hewitt, Val

Hewitt, Val

.

.

DESCRIPTION OF CHANGES

Cell Phone # changed from " to '(111) 222-3333"
Preferred Contact Method changed from ~2147483648 to -100'

Client Contacts 'Fox, George' added
Client Other Id List 'w3234' added

Accessed Client Profile Screen

Accessed Client Record: "Smith, Jamie, Client ID: J444457QW654655"

Client 'Smith, Jamie' added

Create Client Profile | 19
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Part 3: Client Intake and Program Enroliment
Client Activity List

It is important to understand that data collection in WITS happens within a Client's Activity List. The Case, or Episode of
Care, is the container that holds all client activities. The beginning and end of a client’s Episode of Care are recorded on the
Intake transaction, where the Intake Date starts the Episode and the Intake Date Closed marks the end of the Episode
(these fields are shown in Figure 3-4: Intake Case Information screen on page 23).

The concept diagram below illustrates how this data collection is structured within the client Activity List. This Activity List is
comprised of two (2) primary nested containers: Episode (e.g., Case, or Intake), and Program. The double lines connecting
the Program container represent multiple program enrollments, which are allowed within a single Episode. In the diagram,
arrows denote the sequence of progressing through each container.

When an Episode of Care ends for a client, this signifies that the client is no longer receiving services. It's possible for that
client to return at a future date.

Client Activity List

Start of Episode
(aka Start a Case, Start an Intake)

End of Episode
(aka Close Case, Close Intake)

The Client Activity List can serve as a "dashboard’ view for information that has been collected for a given client within an
Episode. Each Activity on the Activity List has a status to help the end user determine if that activity is “Complete” or “In
Progress”. When an activity is “In Progress”, a Details link is available which displays the information needed to complete
the activity.

Certain client activities must be complete before you can proceed to a following activity. Validation rules will guide you
throughout the workflow as you enter new data.

20 | Client Activity List | FEI Systems
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I To access items within the Activity List, a client must be selected first.

~
Client Activity List

ACTMITY ACTVITY DATE CREATED DATE STATUS

Client Infermation (Profile) 1/21/2021 1/21/2021 In Progress (Details)

GPRA Interview (6-Month Follow Up) 7/1/1869 1/21/2021 Completed

Intake Transaction 1/21/2021 1/21/2021 Completed

Client Program Enrollment (SOR 11} 1/21/2021 1/21/2021 Completed

GPRA Interview (Intake) 1/21/2021 1/21/2021 Completed

A

Figure 3-1: Client Activity List, Details link
o New York WITS Training - (;(;Dg\; VCr;roimei 777777777 = O X

@ nyoasas-training.witsweb.org/?stateMachineStateName=ClientActi..

Client Information (Profile) Progress

+ Collateral Contact is missing.

[N

Figure 3-2: Details link, list of missing information

[l Some Client Activities do not have a concept of being complete. For those activities, the Status will be listed as

Not Applicable.
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Start New Episode (New Clients)

@ Where: Client List > Activity List > Episode List

In WITS, all items located in a client’s Activity List are based upon an active Episode of Care. In the screen capture below,
note the Activity List in the left menu only displays one item, “Episode List”. An episode must be created before accessing
other items in the client’s Activity List.

To start a new episode of care for a client, follow the steps below.
1. On the left menu, click Episode List.
2. Click the Start New Episode link.

SMITH, Jamie 20 R, (111) 2223333 (mobile)

57QWE54655 10/10/2000 Female
UNIQUE CLIENT ID DoB GENDER PREFERRED METHOD OF CONTACT

JS

@ Client List

" 5 @ Please select a case, or click Start New Episode
lome Page

> Client Profile

Linked Consents

Agency

Non-Episode Con.

a2 5 Activity List Episode List
Group List
Episode List } start New Episode
Client List Currently, there are no results to display for the Episode List

Figure 3-3: Episode List screen, Start New Episode link

If the client profile is complete, clicking Start New Episode will open the Intake Case Information screen, as shown
in Figure 3-4: Intake Case Information screen.

(Continue to next section)
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Intfake

@ Where: Client List > Activity List > Intake

Once an episode of care has been created (see above section), complete the client’s intake.

1. On the Intake Case Information screen, complete the fields as shown in the table below.

Table 3-1: Intake Case Information Fields

o Fed | Desoriptn

Intake Facility
Intake Staff
Case Status

Initial Contact Date

Intake Date

Residence

Date Closed

Date Closed B8 Save & Closethe Case

Intake Case Information

A Hide Context Information

Case #
1
Intake Facility Intake Staff
Smith Street v Schnoor, Kory
Intake Date Residence
2/1/2021 [0 Albany

E Save and Finish x Cancel

Figure 3-4: Intake Case Information screen

3. Click Save and Finish.

| FEI Systems

Pre-populates with the current facility location.
Pre-populates with the current staff member name.
Defaults to "Open Active”.

The date when the Client first reached out for
treatment.

Enter the client’s intake date, (which also marks the
beginning of the client’s Episode). This field will default
to today’s date.

Select from the drop-down list.

The Date Closed field is used to mark the end of the
client’s Episode.

Case Status

e Open Active e

Date Closed

. (@] Save & Close the Case

Intake | 23
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Program Enroll

@ Where: Client List > Activity List > Program Enroll

Once an Intake has been created (see above section), complete the client’s program enrollment. A program enrollment in a

SOR program is required before a GPRA can be completed.

1.  On the left menu, click Program Enroll.

@ Client List

Home Page

» Client Profile

Linked Consents

Agency

(s]s) L
i ~ Activity List
Group List
Intake
E > 3creening
Client List
{g} » Assessments
System » ASAM
Administration
» Admission

D

-

Reports

Program Enroll
(%

Support Ticket

-

Encournters

» Naotes

24 | Program Enroll

MNon-Episode Con...

Outcome Mea_.
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2. Click the Add Enrollment link.

Program Enrollment

Program Neme

Miodality

Active Program Enrollments During Date Range
From To

172172020 /2172020

Search % Clear

Program Enrollment List
- Add Enroliment

Currently, there are no results to display for the Program Enroliment List

3. Complete fields on the Program Enroliment Profile.

T R T S

Facility Defaults to the current Facility name.

Program Name Select the appropriate program for the client

Pre-populates with the current staff member name.

Program Staff

Start Date Defaults to the current date.
Days on Wait List (TEDS Only) Type the number of days.
Notes

Type any notes as needed.

Program Enrollment Profile

Facility Domain

Days on Wait List Start Date
[Smilh Street ] Substance Use

ls/zsfznza =

Program Name
SOR 3

End Date

B
Program Staff
Hewitt, Val -

Termination Reasen

Notes

Save and Finish x Cancel

4. Click Save and Finish.

5. On the Program Enrollment screen, click Finish.
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Part 4: GPRA Interviews

@ Where: Client List > Activity List > GPRA Assessment

To access the GPRA section in WITS, select a client from the Client List and then view the client’s Activity List. The GPRA
section displays a list of previously entered GPRA interviews (at that agency) and includes link(s) to add a new interview
record. For previously entered GPRA interviews, available actions include, View, Edit, and Delete, which are described below

in Error! Reference source not found..

A Important: The GPRA Assessment menu item will only appear if:

1. The staff member completing the GPRA interview has been assigned the following role, “GPRA (Full
Access)” or Grant Data Entry (Full)”. This role is assigned by your WITS or agency administrator.
2. The GPRA interview is being done for a client who is enrolled in a WITS program associated with the

SOR Il grant. Your WITS administrator should advise you as to which of your agencies’ programs are
associated with the SOR IlI grant.

Clemist GPRA Assessment Search <+ Create New GPRA Assessment

gl ; clienterofie
Linked Consents
Non-Episode Con.

 Activity List

Intake

» Scresning

» Assessments

» ASAM

» Admission

» Dutcom:
Progeam Enrol

GPRA

> Encounters

Advanced Search /

ssessment Date Assessment Type status

1 D » select Columns | = selectVien & | &= > Export

0 Tip: Depending on the existing interview record(s), the choice of adding a GPRA Follow up or a GPRA Discharge
is available. The first GPRA Interview that can be added is the GPRA Intake.

T T

View

Edit

26 | Program Enroll

Opens the interview in read-only mode.
Opens the interview in edit mode, where certain fields can be updated.

A Save button is available on screen, and when clicked, an information
message will appear stating that the record has been successfully updated.

A completed GPRA will need to be unlocked to edit. Once the edits are
complete, the GPRA will need to be re-locked so that the information will be
included in the nightly sweep of data to SPARS.
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Delete A confirmation screen will appear, prompting the user to select 'Yes’ or ‘No’ to
continue with deleting the record.

If a client has follow-up or discharge interview(s), those interviews must be
deleted before the intake interview can be deleted.

O Before you delete the intake interview, you must first delete the follow-up or discharge interview(s). *x

GPRA Screen

The GPRA assessment is now on one full page. On the left side of the page will be an index. Clicking the section title will
bring you to that section to complete. The right side of the screen will show the completion requirements for each section.
As those sections are completed, the requirement will disappear from the panel.

& < GPRA Assessment 9 ~ DoneEditing S g

Home Page

v Record M, t 0% completion Requirements
e + Record Management i a
B. Substance Use and B. Substance Use and Planned
Services
Planned Services Clintio (UeN)
JB13411VK113544 . Living Condit
C. Living Conditions \ing Cendttions
Contract/Grant ID D. Education, Employment, and
D. Education, Employment, TI085736 Income
and Income
Assessment Date E. Legal
05/25/2023
E.Legal F Mental and Physical Heath
F Mental and Physical Interview Type Problems and Treatment/Recovery
6 month follow-u
Health Problems and P 6. Social Connectedness
Treatment/Recovery ctate oSt
InProgress :
6. Social Connectedness 9
Program
H. Program Specific Smith Street/SOR 3:5/25/2023-
Questions
Client Description by Grant Type
1. Follow-up Status Treatment grant client
Support Ticket
Complete Assessment Created By

Hewitt, val

Created Timestamp
05/25/2023 03:56 PM

+ B. Substance Use and Planned Services Next Question

USING THE TABLE BELOW, PLEASE INDICATE THE FOLLOWING:

A. THE NUMBER OF DAYS, IN THE PAST 30 DAYS, THAT THE CLIENT REPORTS USING A SUBSTANCE.

Completion Requirements

As you complete a section, the bottom of the section will show the number of required questions in that section, the number
for required questions that have been completed, and the completion percentage.
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~ C. Living Conditions Next Question

In the past 30 days, where have you been living most of the time? [DO NOT READ RESPONSE OPTIONS TO CLIENT]

4
E Housed - Own/Rental Apartment, Room, Trailer, Or House xw

Do you currently live with any person who, over the past 30 days, has regularly used alcohol or other substances?

£ ves

@ No
O No, lives alone
O

Refused

ARTLRLRLLL ALY

# Total Required Questions # Required Questions Completed % Complete
2 2 100

Automation (Skip Logic)

Based on the client’s response to certain questions, the screen will update causing some questions to become required
and/or automatically filled in as read-only fields. For example, if the client does not have children the system will
automatically fill in the other questions pertaining to children with “Not Applicable”.

Do you have children?
[Refers to children both living and/or who may have died]

() ves
@ No
() Refused

[RURRTRELELSEY

How many children under the age of 18 do you have?
Not Applicable

Client refused to answer how many children under the age of 187
Not Applicable

Are any of your children, who are under the age of 18, living with someone else due to a court's intervention?
Not Applicable

Have you been reunited with any of your children, under the age of 18, who have been previously removed from your care?
Not Applicable

A MILITARY FAMILY AND DEPLOYMENT

5. Have you ever served in the Armed Forces, in the Reserves, or in the National Guard? [IF SERVED] What area, the Ammed Forces, Reserves, or National Guard did you serve?

e )

5a. Are you currently on active duty in the Armed Forces, in the Reserves, or in the National Guard? [IF ACTIVE] What area, the Armed Forces, Reserves, or National Guard?

[ Not Applicable v

5h. Have you ever been deployed to & combat zone? [SELECT ALL THAT APPLY]

Mever Deployed Iraq or Afghanistan (e.g., OEF/QIF/OND) Persian Gulf (Operation Desert Shield/Desert Storm)
Not Applicable = Not Applicable = Not Applicable =
Vietnam/Southeast Asia Korea wwii

Mot Applicable = Not Applicable = Mot Applicable =

Deployed to a combat zone not listed above (e.g., Bosnia/Soemalia)

Mot Applicable =

< Back Next » m % Cancel

Figure 4-1: GPRA Interview, Automation (skip logic) example
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GPRA Intake Interview

30 | GPRA Intake Interview

@ Where: Client List > Activity List > GPRA Assessment> GPRA Intake

Follow the steps below to add a GPRA Intake Interview. If, when you go to record the GPRA, you receive a message that
says that there is already a GPRA in progress:

€3 There is already an in progress GPRA in this grant episode. Please contact your administrator. x

This means that the client has received services from another agency that is using WITS to track GPRA data.

Ask the client if they remember which agency they were at before, and if they know the agency information the two
agencies for which the client is registered should coordinate efforts. The first agency will need to create a Consent and
Referral in WITS to send the client to the second agency. (See the Section in this guide on Consent and Referral) That
would then automatically create the Client Profile in the second agency. In order to not violate HIPAA, the staff member
can ask the client and/or the first agency that he or she was registered with.

If the providers cannot coordinate on their own, or if the client does not know the other agency where they previously had
an episode, then contact your WITS administrator to coordinate the process.

1. To access the GPRA interview, select a client from the Client List, hover over the ellipsis the Actions column, and then
click Activity List.

Client List
@ The filter you created has been applied to the client list. x
» Client Profile
Linked Consents
Non-Episode Con Client Search

> Activity List

-

Client List
1~ Add Client A Export

FULL NAME UNIGUE CLIENT #

SMITH, Jamie J444457QW654655
10/10/2000  Female

Clients with Consents from Outside Agencies Linked Cansents

Currently, there are o results to display for Clients with Consents from Outside Agencies.

Figure 4-2: Access Activity List

2. On the left menu, click GPRA Assessment.
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JONES, James 38 R, (555)444.7777 (mobile)

0Q413811SN112545 1 10/7/1984
DOB

UNIQUECLIENTID  CASE# PREFERRED METHOD OF CONTACT

@ Client List
- ~

Home Page . P P
» Client Profile Client Activity List
Linked Consents
Activity Activity Date Created Date Status
Non-Episode Con.
o Client Information (Profile) 5/22/2023 5/22/2023 Completed
v Activity List
Intake Intake Transaction 5/22/2023 5/22/2023 Completed
> Screering Client Program Enrollment (SOR 3) 5/25/2023 5/25/2023 Completed
> Assessments
GPRA Assessment (Intake) 5/25/2023 5/25/2023 Complete
> ASAM
\ J
» Admission

> Outcome Mea..

Program Enroll

Support Ticket GPRA Assess...
Expired GPRA

> Encounters

> Notes
Treatment Plan

» Treatment

Figure 4-3: Access the GPRA Screen

3. Onthe GPRA List screen, click +Create.

Client List GPRA Assessment Search <+ Create New GPRA Assessment

> Client Profile

Linked Cansents Search  Advanced Search

Non-Episade Con.

=
~ hctivity List

intake
> Sereening Snawng 11 of 4 D » select columns| Il « = > Export
> Assessments

assessment oate assessment Type status
> ASAM

03/16/2023 intake
> Admission

 outeome i O

Program Enroll

GPRA

> Encounters

Figure 4-4: Add GPRA Intake

4. A pop up window will ask the interview type, assessment date and will allow you to select the program enroliment fill
out the information and click Save.

Add GPRA Assessment

Interview Type

Assessment Date

B

Program

x Cancel
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6. The system will display the GPRA . Complete the required fields.

n Note: The 'Interview Date' must be greater than or equal to client intake date.

The ‘Interview Date’ must occur during the active period of the selected Program Enrollment (MM/DD/YYYY).

GRAYSON, Amelia R (444) 777-8308 (mobile)

JB13411VK113544
UNIQUECLIENTID  CASE #

PREFERRED METHOD OF CONTACT

< GPRA Assessment © + Done Editing  €p B ®

v Record Management v A. Record Management - Demographics Next Question Completion Requirements
A, Record Management - A Record Management -
Demographics Asked Only at Intake/Baseline Demograghics

e Use and Planned

B. Substance Use and
Planned services

What is your birth month and year?

C. Living Conditions
C. Living Condttions [}

D. Education, Employment, Income
and Income Client refused to answer birtn month and year? £ Legal

O Yes
£ Legal ~ F. Mental and Physical Heatth
Problems and Treatment/ Recovery
F Mental and Physical ) No oplemean e
Health Problems and G, Social Connectedness
Treatment/Recovery Winat o you consider yourself to be?
G. Social Connectedness () Male
- H. Program Specific () Female
Support Ticket Questions

(@] Tfaﬂﬁge‘dﬁ' (Male to Female)
Complete Assessment () Transgender (Female 1o Male)
() Gender non-conforming
") Other

_) Refused

Are you Hispanic, Latino/a, or of Spanish Origin?
() Yes

) No

Figure 4-5: GPRA Intake, Record Management section

7. Once all questions have been answered, a read-only summary screen is displayed. Scroll to the bottom of the
summary and then click Complete.

G. Social Connectedness

Was the client referred to substance use disorder services?
H. Program Specific

Questions @ Yes
() No
Complete Assessment /
# Total Required Questions # Required Questions Completed % Complete
0 0 100

~ Complete Assessment

Complete

Completed By

Completed Timestamp

8. A confirmation pop up will appear asking to confirm that the assessment is complete and to lock the assessment once
locked, the assessment cannot be edited unless the assessment is unlocked. Click Ok.
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Confirmation

Are you sure you want to complete and lock the assessment?

n % Cancel

9. Oncethe GPRA is completed, the GPRA summary information will show. This is all of the GPRA information in a read -

only format.

v Record Management

4. Record Management -
Demographics

B. Substance Use and
Planned Services

C. Living Conditions

D. Education, Emplayment,
and Income

E Legal

F. Mental and Physical
Health Problems and
TreatmenyRecovery

. Socisl Comnectedness

H_ Program Specific

Questions

Complete Assessment

< GPRA Assessment ©

~ Record Management

Caent 1D {UCK)
Q4138115N112545

‘ContscGrant 10
TIoBS736

Assessment Date
05/25/2023

ciecvien Type
Intake

Stati
Complete

Program

‘Smith Sireel/SOR 3:5/25/2023-

Caent Dascrotion by Grant Typs
Treatment grant client

Caeated By
Hewitt, Val

Casated Timestamg
05/25/2023 1212 PM

~ A. Record Management - Demographics

Vit is yous bith moath and year?
10-07-1984

iient refused b answer birth meth and year?

Vit do you consider yourself o be?
Male

ire you Hispanic, Latino/a, orof Spanish Origin?

 DoneEditing (5 SN

0

At the bottom of the page, the Compete Assessment section will show that it is locked, and which user completed it,
with a date and timestamp of the completion.

w+ Complete Assessment

Unlock

Completed By
Hewitt, Val

Gompleted Timestamp
05/25/2023

| FEI Systems
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Printing a GPRA Assessment

Completed GPRAS can be printed to paper or PDF. To print a completed GPRA, from the GPRA summary page:

1. Click the Printer icon in the upper right corner.

< GPRA Assessment ©

Home Page

v Record Management « Record Management

A Record Management -

Demographics Glient 1D (UCN)
Q413811SN112545
B. Substance Use and
Planned Services Contrect/Grant ID
TI085736
C. Living Conditions
e List Assessment Date
D. Education, Employment, 05/25/2023
and Income
Interview Type
£ Legal Intake
Status
£ Mental and Physical o ete

Health Problems and
Treatment/Recovery ogram
Smith Street/SOR 3:5/25/2023-
G. Social Connectedness

Client Description by Grant Type

H. Program Specific Treatment grant client
Questions

Created By
Complete Assessment Hewitt, Val

Created Timestamp
05/25/2023 1212 PM

What is your birth month and year?
10-07-1984

No

Wnat do you consider yourself to be?

Male

No

v A. Record Management - Demographics

Client refused to answer birth month and year?

Are you Hispanic, Latino/a, or of Spanish Origin?

 DoneEditing  (h B8 &

0

2. The printer friendly version of the GPRA will show. Follow your computer’s instructions on printing, or printing to PDF.

s, 1220 oA

GPRA Assessment
Record Management

cumowcn
et zses
Tossie

ety

=4

Compten

ey

‘St Syses0R 3828/2023
et gt
ey

e ol

08Z2023 1292 PM

. Record Management - Demographics

T —
0071984

™

L —

Make

T m——

o

ot e s o o ) gt e 9
N sgpcatle

e
Dok s g bt
e

Hotgpiable

Doy ko e . [YOUNAY NEICATEMOSETHANONE]
Bens

Print

Destination

Pages

Copies

Layout

Color

More settings

17 sheets of paper
& Snagit 2021 -
Al ~
1
Portrait ~
Color -
v
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Editing a GPRA Assessment

To make an edit to a GPRA, the Assessment must first be unlocked. Once unlocked, the change can be made. After the change

is made the assessment must be locked again. An assessment that is left unlocked will not be sent to SPARS for updated
information, and may affect your compliance rate. It is critical to lock an assessment after the change has been made.

To edit a GPRA:

1. From the GPRA Assessment Page, hover over the ellipsis and click Edit.

@ GPRA Assessment Search —+ Create New GPRA Assessment
Home Page
Search Advanced Search
Group List
8 Showing 1-10f 1 - = r
e nowing 11 o < E] » Select Columns | Il Select View| = > Bxport
Interview Type Cient Type Interview Date Record Status
Intake Treatment grant client 05/25/2023 complete
Delete
4 .n 4 /Eum
- View

Support Ticket

2. Scroll to the bottom of the page and click Unlock.

nt o

Viere you connected to Hepatitis B treatment services?
Not Applicable

Was the client offered a Hepatitis A and B Vaccination?
No

Was the client referred out for vaccination?

H10

Did he client screen positive for, or have a history of, a mental health disorder?
Was the client referred to mental health services?
Did the client screen positive for, of Nave a Nistory of, Substance use disorder(s)?

Was the client referred to substance use disorder services?

# Total Required Questions # Required Questions Completed
0 0

~ Complete Assessment

Unlock
Completed By

Hewitt, Val

Completed Timestamp
05/25/2023

~ DoneEditing 8 ®

% Complete
100

3. A confirmation box will appear confirming that you would like to unlock the assessment. Click Ok.

| FEI Systems
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Confirmation

Are you sure you want to unlock the assessment?

n x Cancel

4. Make the required changes, and when finished, click Lock at the bottom of the page. This will allow the updated

GPRA to be included in the nightly upload to SPARS.

v Complete Assessment

Lock

— w\

Hewitt, Val

Completed Timestamp
05/25/2023
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GPRA Interview Compliance Details
Grant Requirement

A GPRA Follow-up Interview must be completed with the client 6 months after the GPRA Intake Interview. There is a 3 -
month window to enter that follow-up interview in WITS and be in compliance with the grant program'’s requirement. The
compliance window opens 5 months after the GPRA Intake Interview and ends 8 months after the GPRA Intake Interview.

Window Window
Open Date Due Date End Date
GPRA 5 months after 6 months after 8 months after
Intake Date GPRA Intake  GPRA Intake GPRA Intake
i i H H
| | | |
| | | I
Non Compliant | | | |
| | |
Compliant : : : |
| | | I
Upcoming | r ] ;
| | | I
Due [ [ | _ \
| | | I
Missed i i i r
| | | I
New | (D | I |
Legend

Follow up GPRA Interview Entered
@ Follow up GPRA Interview Not Entered

Compliance Rate Calculation = Number Compliant /
{(Number Compliant + Number Non Compliant + Number Due + Number Missed)

Definitions for each follow-up status are included in the following table.

I T S

Compliant GPRA Follow-up Interviews entered into WITS during the compliance window specified above
are considered compliant. The GPRA follow up interview must be conducted (Was the GPRA
interview conducted = Yes) and the interview date must be within the window.

Non-Compliant GPRA Follow-up Interviews entered into WITS outside of the compliance window specified
above are considered non-compliant. This count also includes GPRA Follow-up records that are
entered in the system but were not conducted (with no interview date, Was the GPRA interview
conducted = No).

Upcoming Clients with no follow-up interview who have a GPRA intake Interview dated between 5 and 6
months ago (for 6-month follow up) are part of the Upcoming count.
Due Corresponds to the number of clients who have reached the due date (6 months) and do not yet

have a GPRA Follow-up Interview record in WITS. This count does not consider the clients who
have a corresponding GPRA Discharge Interview with a termination of “Death, Unknown” and
“Death, Cause known". This would cover a scenario where a client died before the follow-up
became due.
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Missed The clients who do not have a GPRA Follow-up Interview entered into WITS after the end of the
window are a part of the Missed count.

New The Clients who have a GPRA intake Interview, no GPRA Follow-up Interview, and who have not
entered in a follow up window yet, are a part of the New count.
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GPRA Follow-up Due Summary Screen *Will be Updated for SOR 3 in
Phase 3 Release

@ Where: Agency > GPRA Follow-up Due Summary

The GPRA Follow-up Due Summary screen displays a summary view of where an agency stands with their follow up
interviews and includes the agency’s compliance rate. Users can select from the available search fields and click Go to view
the search results. Information on these search fields are listed in the table below.

The search results will display a distinct count of GPRA interviews for each follow -up status available at the time of
searching. For definitions of each status, see Error! Reference source not found. on page 35 Error! Reference source not

found..

e e

Agency Type

Grant

Agency

Facility

| FEI Systems

In the Agency Type search field, the option “Intake” represents the agency where the GPRA
Intake Interview was conducted. The option, “Follow-up” represents any agency where the
GPRA follow-up interview can be conducted.

This required field will be a drop down where the SOR Il grant can be selected.

For users with access to only one agency, this field will default to that agency’s name.

If the user has View GPRA Follow Up Compliance and All Agency Access roles under System
Roles, then this field will display all the agencies. If the user has an agency oversight role to
specific agencies, then this field will display those specific agencies plus the staff member home
agency.

For users with access to only one facility, this field will default to that facility’s name.

If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the facility names. If the user has an agency oversight role to specific agencies,
then this field will display those specific facilities plus the staff member home agency’s facilities.
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Agency

> Agency List
GPRA Discharge
GPRA Follow-up
GPRA Follow-up
Overdose Revers.

> Facility List
Staff Members

Alerts Configurati...

GPRA Follow-up Interview Due Summary Search

Agency Type Grant
Intake - SOR
Agency Facility
ALL

‘ Search ‘ X Clear

GPRA Follow-up Interview Due Summary List
#> Export

STATUS
Compliant
Missed

New

Non Compliant
Upcoming

Compliance Rate @

[ |

DISTINCT GPRA COUNT

2

16

Detailed information for each interview status can be seen by hovering over ellipsis icon in the Actions column, then
clicking Details. The system will then redirect to the GPRA Follow-up Due Detail screen, displaying the associated client
records for the selected interview status and the current search criteria. The GPRA Follow-up Due Detail screen is covered in

the next section.

/> Export

STATUS
Compliant
Missed

New

Non Compliant
Upcoming

Compliance Rate @

8%

GPRA Follow-up Interview Due Summary List

DISTINCT GPRA COUNT

2

16

Details @
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GPRA Follow-up Due Detail Screen* Will be updated for SOR 3 in
Phase 3 Release

@ Where: Agency > GPRA Follow-up Due Detail

The GPRA Follow-up Due Detail screen displays a list of client records with information regarding the clients’ GPRA
interview status. Staff members can use the available search fields and click Go to view the results.

Table 4-1: GPRA Follow-up Due Detail Screen Search Filters

T T S

Agency Type In the Agency Type search field, the option “Intake” represents the agency where the GPRA
Intake Interview was conducted. The option, “Follow-up” represents any agency where the
GPRA follow-up interview can be conducted.

Grant This required field will be a drop down where the SOR Il grant can be selected.

Agency For users with access to only one agency, this field will default to that agency’s name.
If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the agencies. If the user has an agency oversight role to specific agencies, then
this field will display those specific agencies plus the staff member home agency.
Facility For users with access to only one facility, this field will default to that facility’s name.
If the user has View GPRA Follow Up Compliance and All Agency Access roles, then this field
will display all the facility names. If the user has an agency oversight role to specific agencies,
then this field will display those specific facilities plus the staff member home agency’s facilities.
Status The Status search field will filter the list of clients corresponding to a specific compliance status.
For definitions of each status, see Error! Reference source not found. on page 35 Error!
Reference source not found..

GPRA Follow-up Interview Due Detail Search
> Agency List

GPRA Discharge

GPRA Follow-up
Agency Facility
GPRA Follow-up AL
Overdose Revers.
> Facility List
Staff Members GPRA Intake Date Due Date

Alerts Configurati

Status Unique Client Number

Within Window

m [ x Clear ]

GPRA Follow-up Interview Due Detail List
F> Export

Currently, there are no results to display for the GPRA Follow-up Interview Due Detail List

\

Figure 4-6: GPRA Follow-up Due Detail screen

If the staff member was redirected to this screen by clicking the “Details” link on the GPRA Follow-up Due Summary screen,
the Agency Type, Agency, Facility and Grant, search fields and Status will be prepopulated with the options entered on the
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Summary screen. The following informational message will also be displayed, “The records on this list may not match the
total from the summary because you may not have access to some clients.”

ﬂ Note: Since the GPRA Follow-up Due Detail screen includes client names, the search results displayed in the list
are filtered to only include clients that the staff member has access to.

© The records on this list may not match the total from the summary because you may not have access to some clients.

Agency
» Agency List
(GPRA Discharge
GPRA Follow-up
GPRA Follow-up
(Overdose Revers.
> Facility List

Staff Members

Figure 4-7: GPRA Follow-up Due Screen, pre-populated based on Summary screen selections

Alerts Configurati..

GPRA Follow-up Interview Due Detail Search

Agency Type
Intake

Agency
ALL
First Name

GPRA Intake Date

Status

Search x Clear

Grant

Faciliy

Last Name

Due Date

Unique Client Number

> Export

UNIQUE CLIENT
NUMBER
F159102FC718121
Q5344456434655
Q103905LX973544
J153986LW953554
J193179MWE08554
J183886MW52544
J173902EW973554
J553499SW992544

J173991EN823554

CLIENT NAME

CFN201811072,

CFN201811072

CFN181119001, RR

Thapa, Rajat

Sharma, Sonia

singh, Ashu

singh, Praneeti

Sano, Rhea

SOR, Nicole

Jainh, Muskan

GPRA Follow-up Interview Due Detail List

AGENCY NAME

Administrative
Agency

Pattys SOR Agency

Administrative
Agency

Administrative
Agency

SOR Training

AgencySor1

Administrative
Agency

Administrative
Agency

Administrative
Agency

FACILITY

et STATUS

Administrative Non

Unit Compliant
Non

Doorway Compliant

Administrative -

Unkt Missed

Administrative Non

Unit Compliant

Doorway Missed

NewFacility1 Missed

Administrative

it Missed

Administrative -

Unkt Missed

Administrative

Unik Missed

GPRA INTAKE
DATE

7/3172018
7/31/2018
5/31/2019
1/31/2019
6/4/2019

71/2009

DUE
DATE

12/27/2019
1/1/2019
12/13/2019
1/31/2019
1/31/2019
11/30/2019
7/31/2019
12/412019

1/1/2020

FOLLOWUR OPEN
DATE
11/27/2019
12/1/2018
11/13/2019
12/31/2018
12/31/2018
10/31/2019
6/30/2019
11/4/2019

12/172019

FOLLOWUP CLOSE
DATE

2/27/2020
3/1/2019
2/13/2020
3/31/2019
3/31/2019
1/31/2020
9/30/2019
2/472020

3/1/2020

In the Actions column, clicking the "View" link will redirect to the client's GPRA list screen if the staff member is currently in
the same context agency as the client. If the staff members’ context agency is different than the client, clicking the “View"
link will display the following error message, “This client does not exist in the context agency. Please change your context

agency to view the client.”

/> Export
UNIQUE CLIENT
NUMBER

F159102FC718121

0534445)G434655

CLIENT NAME

CFN201811072,
CFN201811072

CFN181119001,RR

GPRA Follow-up Interview Due Detail List

AGEMCY NAME

Administrative
Agency

Pattys SOR Agency

Administrative

Figure 4-8: GPRA Follow-up Due Detail, View link
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FACILITY
NAME

W

Administrative
Unit

Doorway

Administrative

GPRA INTAKE
STATUS DATE
Non p
Compliart 6/27/2019
MNon p
Compliznt 7/1/2018

DUE .,
DATE

W

12/27/2019

1142019

Dy

11/27/2019

121/2018

4

FOLLOWUP CLOSE .,
DATE

. Im
View é}j
3/1/2019 H
| FEI Systems




SOR Il End User Guide

ﬂ Note: If you have access to multiple agencies, make sure you're in the correct context agency to view the client
record. Otherwise, the following error message will be displayed.

“This client does not exist in the context agency. Please change your context agency to view the client.”

© This client does not exist in the context agency. Please change your context agency to view the client.
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GPRA Follow-up Interview

@ Where: Client List > Activity List > GPRA > GPRA Follow-up

GPRA Follow-up Interviews should be added 5 to 8 months after a client’s GPRA Intake Interview date. Follow-up GPRA
Interviews include additional questions to record the follow-up status. To add a follow-up record, follow the steps below.

ﬂ Note: If a follow-up interview has been conducted, sections B through G and | must be completed.

If the follow-up interview has not been conducted, section | must be completed.

1. To access the GPRA interview, select a client from the Client List, point to the ellipsis in the Actions column, and then
click Activity List.

Client List
@ Thefilteryou created has been applied ta the client list. X
» Client Profile
Linked Consents
NorrEpisade Con Client Search

> activiy List
v First ame Last Name Unicue Client Number

m Advanced Search « x Clear

Client List
{ Add Client /> Export
FULL NAME UNIGUE CLIENT # 85N
SMITH, Jamie y q
9 10/10/2000 Female Saanditibeatd <G Profile @
Activity List —
g —
Clients with Consents from Outside Agencies Linked Consents
Currently, there are no results to display for Clients with Consents from Outside Agencies.
2. On the left menu, click GPRA Assessment.
3. On the GPRA List screen click +Create New GPRA Assessment.
GPRA Assessment Search + Create New GPRA Assessment
Search Ad j Search /
1100 4 E] » lect Col 1] B o= ~
Interview Type Client Type Imterview Date fRecord Status
Intake Treatment grant client 05/25/2023 Complete
4 E] »

4. Fill out the pop up information, and select 6-month Follow Up for Interview Type.
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Add GPRA Assessment

Interview Type

l 6 month follow-up

Did you conduct an interview?

l Yes

Assessment Date

I 5/25/2023 [

Program

l Smith Street/SOR 3:5/25/2023-

Figure 4-9: GPRA list, Add GPRA Follow-up link

5. The system will display a confirmation screen stating, “You are about to enter a 6 -month follow-up record for this
client. Would you like to continue?” Select OK to start the follow-up interview.

Confirmation

YYou are about to enter a 6-month follow-up record for this client. Would you like to continue?

n x Cancel

Figure 4-10: Follow-up interview confirmation screen
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When_the interview onens_comnlete the reauired fields

£

Home Page

Agency

0o
=

Group List

Client List

&

< GPRA Assessment

~ Record Management

B. Substance Use and
Planned Services

C. Living Conditions

D. Education, Employment,
and Income:

E. Legal

9

v Record Management

Client ID (UCN)
JB13411VK113544

Contract/Grant ID
TIO85736

Assessment Date
05/25/2023

+ Done Editing (=] =] ®

Completion Requirements  +

B. Substance Use and Planned
Services

C. Living Conditions

D. Education, Emplayment, and
Income

E.Legal

F. Mental and Physical Heath
Problems and Treatment/Recovery

6. Social Connectedness

1. Follow-Up Status

F. Mental and Physical Interview Type
System Health Problems and 6 month follow-up
Administration
Treatment/Recovery Status
In P
6. Social Connectedness " Progress
Program
H. Program Specific Smith Street/SOR 3:5/25/2023-
Questions
Glient Description by Grant Type
1. Follow-up Status Treatment grant client
Support Ticket
Complete Assessment Created By

Hewitt, val

Created Timestamp
05/25/2023 03:56 PM

v B. Substance Use and Planned Services Next Question

USING THE TABLE BELOW, PLEASE INDICATE THE FOLLOWING:

A. THE NUMBER OF DAYS, IN THE PAST 30 DAYS, THAT THE CLIENT REPORTS USING A SUBSTANCE.

6. Once all questions have been answered, a read-only summary screen is displayed. Scroll to the bottom of the
summary and then click Complete. This will lock the assessment, and enter the user who completed it, with a

timestamp.

G. Social Connectedness

Was the client referred to substance use disorder services?
H. Program Specific z
Questions @ ves

Complete Assessment 1,

#Total Required Questions # Required Questions Completed % Complete
0 0 100

v Complete Assessment

Complete
Competeay \

Completed Timestamp

If the GPRA Follow up interview was conducted within the 5 to 8 month window, and if no GPRA Discharge exists for this

client’s grant episode, then the system will display a confirmation screen asking if you would like to create a GPRA
Discharge interview with the same information as the GPRA Follow up interview. Select Yes and the GPRA Discharge
will automatically be created. It is recommended that you review the newly created GPRA Discharge interview and
make any updates as necessary.
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J. DISCHARGE STATUS

1. On what date was the client discharged?

2. What iz the client's discharge status?
If the client was terminated, what was the reason for termination?
Other (Specify)

3. Did the program test this client for HIv?

4. Did the program refer this client for testing?
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GPRA Discharge Due Screen* Will be updated for SOR 3 in Phase
3 Release

@ Where: Agency > GPRA Discharge Due

The GPRA Discharge Due screen displays at the Agency level, clients with a GPRA Intake interview date greater than 30
days ago and the client has no encounter, or their most recent encounter is 30 days ago. Users can select from the
available search fields and click Go to view the search results. In the Actions column, clicking the “View Client” link will
redirect to the client’'s GPRA list screen if the staff member is currently in the same context agency as the client.

Table 4-2: GPRA Discharge Due Screen Search Filters

T ™

Agency For users with access to only one agency, this field will default to that agency’s name.
If the user has All Agency Access roles, then this field will display all the agencies.
Grant This required field will be a drop down where the SOR Il grant can be selected.

Agenc GPRA Discharge Due Search
» Agency List
Agency Grant
GPRA Follow-up
First Name Last
GPRA Follow-up

Overdose Revers.
imake Interview date Last Activity Date

» Facility List
‘Staff Members
Alerts Configurati  Clear
GPRA Discharge Due List
A> Export

Currently, there are no results to display for the GPRA Discharge Due List.

n Note: Since the GPRA Discharge Due screen includes client names, the search results displayed in the list are
filtered to only include clients that the staff member has access to.

48 | GPRA Discharge Due Screen* Will be updated for SOR 3 in Phase 3 Release
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GPRA Discharge Interview

@ Where: Client List > Activity List > GPRA > GPRA Discharge

To add a discharge record, follow the steps below.

n Note: If a Discharge interview has been conducted, Sections A through G, J and K must be completed.

If the Discharge interview has not been conducted, Sections A, Jand K must be completed.

To access the GPRA interview, select a client from the Client List, point to the ellipsis icon in the Actions column, and
then click Activity List.

@ The filter you created has been applied to the client list.

Client Search

Facility First Name Last Name Unigue Client Number
Jamie

m Advanced Search v X Clear

Client List

- Add Client  A> Export

FULLNAME

UNIGUE CLIENT #

SSN Vv
SMITH, Jamie
10/10/2000  Female

J4444570W654655

Profile

Activity List
Clients with Consents from Outside Agencies

Linked Consents

Currently, there are no results to display for Clients with Consents from Outside Agencies.

2.  On the left menu, click GPRA.

3.  Onthe GPRA List screen, click +Create New GPRA.

GPRA Assessment Search

+ Create New GPRA Assessment
Search

Showing 11 of <«

Select Columns | 1Il - Select View| @ | I= > Export
Interview Type Client Type

Interview Date

Advanced Search

Record Status
ntake Treatment grant client

05/25/2023

<E]|

Complete
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4. The assessment pop up will show. Complete the required fields and click the SAVE button to progress to the next
screen. If the interview was not conducted (answered “No” to the question “Did you conduct an interview?"), clicking

the Save button will display Discharge Status.

5. Confirm you are about to enter a discharge record by clicking Ok.

Add GPRA Assessment

Interview Type

Discharge

Did you conduct an interview?

Yes

Assessment Date

5/25/2023 [0

Program

I Smith Street/SOR 3:5/25/2023-

ﬁ % Cancel

Confirmation

You are about to enter a discharge record for this client.Would you like to continue?

n x Cancel

6. Complete the required fields on the GPRA.

¥ Record Management

B. Substance Use and
Planned Services

C. Living Conditions

D. Education, Employment,
and income

E Legal
F. Mental and Physical
Health Problems and
Treatment/Recovery

G Social Connectedness.

H. Program Specific
Questions

J. Discharge Status

Grant Funding

Complete Assessment

< GPRA Assessment

K. Services Received Under

joed

Other Aloohol Route of Use

Select

Opioids

50 | GPRA Discharge Interview

« Done Editing

o

Completion Requirements

nce Use and Planned

@ H806

| FEI Systems



SOR Il End User Guide

7. Once all questions have been answered, Click Complete at the bottom of the screen. This will lock the GPRA so that it

will be included in the nightly upload to SPARS. Completing the assessment will also now show the user that

completed the assessment and a time and date stamp.

G. Social Connectedness

"o apecit Was the client referred to substance use disorder services?
rogram Specific -

Questions (@) Yes

Complete Assessment
# Total Required Questions # Required Questions Completed
~ Complete Assessment

Complete
P \

Completed Timestamp

% Complete
00

8. Once completed, a read-only version will show, and you will be able to return to the GPRA Assessment page.
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Part 5: Encounters

@ Where: Client List > Activity List > Encounters

The Encounters screen allows staff members to view and search through an individual client’s encounter records for
services received at the current location. In addition, new encounter records can also be added through this screen.

Follow the steps below to view the Encounters screen.
1. On the left menu, click Client List and search for a client.
2. Hover over the Actions column, and click Activity List.
3. On the left menu, click Encounters. This will display the Encounter Search/List screen.

4. To view previous encounters, complete the search fields and click Search.

Client Record

Linked Consents Encounter Search

Contacts
StantDate Eng Date
~ Activity List 10/21/2020 10/21/2021
Intake Senvice

Legal Status

> Drug Testing Program
-
Tx Team
> Assessments Rendering Staff Encounter Status
-
Outcome Mea
 asam Allow Disclosure of Note Group Session ID
OQvws QMo
> Admission
Program Enroll
~ Encounters
profile Encounter List

Encounter. ~ Add Encounter > Export
> Notes

Currently, there are no results to display for the Encounter List
> Treatment

Create Encounter Notes

@ Where: Client List > Activity List > Encounters

Follow the steps below to add an Encounter for a client.
5. On the left menu, click Client List and search for a client.
6. Hover over the Actions column, and click Activity List.
7. On the left menu, click Encounters. This will display the Encounter Search/List screen.

8. Click +Add Encounter. This will open the Encounter Profile screen.
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Client Record
Linked Consents
Contacts
~ Activity List
Intake

Legal Status

&

Client List

> Drug Testing
Tx Team

> Assessments
QOutcome Mea.

> ASAM

> Admission
Program Enroll
Diagnosis List

Encounter Search

Start Date
10/21/2020
Service
Program

Rendering Staif

Allow Disciosure of Note

Qve One

m * et

End Date
10/21/2020

Encounter Status

Group Session ID

Profile

> Notes

> Treatment

Encounter ..

Encounter Li

~} Add Encounter Export

Currently, there are no results to display for the Encounter List

n Note: The client must be enrolled in a program before an encounter note can be added. If the client has not

been enrolled in a program, the following message will appear on screen:

@ Client is not yet enrolled in a program. Complete the program enroliment first.
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Encounter Profile

Client List
> Client Profile
Linked Consents
Non-Episode Con
~ Activity List
Intake

> Screening

> Assessments

> ASAM

> Admission

> Outcome Mea.
Program Enroll

~ Encounters

Profile

> Notes
Treatment Plan

> Treatment

> Discharge

> Recovery Plan

> Recovery Plan
Consent
GPRA
Referrals

Episode List

54 | Create Encounter Notes

Encounter
A\ Hide Context information

ENC ID

Created By

Encounter Type

Program Name

Smith Street/SOR NY 2: 11/7/2021 -

Service

Start Date End Date

Duration

Service Location

Rendering Staff
Hewitt, Val

Unsigned Notes

Signed Notes

Administrative Actions

Finalize Encounter

Created Date Updated By

tart Time End Time

# of Service Units / Sessions

Secondary Staff

Allow Disclosure of Note

R

x Cancel

Updated Date
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9. Complete the fields on the Encounter Profile screen. See table below for information on each field.

Table 5-1: Encounter Profile fields

T T S

Note Type Select from the drop-down field.

ENCID Read-only field. When the encounter is saved, this field will display its unique ID
number.

Created Date Read-only field. This field will display the date and time when the encounter is
saved.

Program Name This field will pre-populate with the client’s current program enroliment name and

program enrollment start date.

Program Name

15-Office A/Pre-Admission Program : 10/21/2021 -

Service Select a service from the drop-down list.

Service Location Select an option from the drop-down list. This field may be pre-populated if this
information was added to the facility profile.

Start Date Enter the date when this service was rendered.

Note: The start date for this encounter must occur within the same program
enrollment period. Encounter date cannot be before the intake date.

Start Time Enter the time when this service was rendered. This field may be optional or
required depending on the selected service. Some services may be set up to
require this information.

End Date Enter the date when this service ended. This field may be optional or required
depending on the selected service. Some services may be set up to require this
information.

Note: The end date for this encounter must occur within the same program
enrollment period.

End Time Enter the time when this encounter ended. This field may be optional or required
depending on the selected service. Some services may be set up to require this
information.

Duration In the Duration field, type an integer to record time spent for this encounter. In the

Duration drop-down field, select the unit of time.

Note: The duration field will only accept whole numbers. Decimals (e.g., 0.5) are
not accepted.

Duration 30

These fields may be optional or required depending on the selected service. Some
services may be set up to require this information.

# of Service Units/Sessions Type an integer representing the number of units or sessions spent for this service.
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I ™

Your administrator may have established policy guidelines regarding how services
are recorded.

Rendering Staff This field will pre-populate to the user logged in. To change the rendering staff,
select the correct staff member from the drop-down list.

Secondary Staff (Optional) In the drop-down list, select the secondary staff for the Rendering Staff
member, if applicable.

Encounter Notes

The Encounter Notes section of the Encounter allows staff to enter notes related to the time spent with the client.

1. On the Encounter Notes screen, in the Unsigned Notes text box, type notes regarding the service provided and click
Sign Note.
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Encounter Error/Warning Message Examples

e (Client is not yet enrolled in a program. Complete the program enrollment first.
e Encounter date cannot be before the intake date.
e The start date and end date for this encounter must occur within the same program enrollment period.

O Client is not yet enrolled in a program. Complete the program enroliment first. %
L] Encounter date cannot be before the intake date. »®
L) The start date and end date for this encounter must occur within the same program enroliment period. »®

Unsigned Notes

Allow Disclosure of Note

e

Signed Notes
Signed by Hewitt, val, 11/7/2021 3:01:49 PM:
This is my note

2. Click Save.

Finalize Encounter (optional).

To complete the encounter, Click Finalize. This will lock the encounter so that the fields cannot be edited.
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Save and Finish *x Cancel

Administrative Actions

Delete Finalize Encounter
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Part 6: Consent and Referrals

Create Client Consent Record

@ Where: Client List > Activity List > Consent

The consent is a formal process adhering to 42 CFR Part 2, which governs the sharing of client information between
agencies and facilities using WITS. A consent may also be used to record the sharing of information (on paper) with
agencies who do not use WITS, making the consent part of the electronic health record.

1. On the left menu, click Client List and search for a client.

1. Locate the client, hover over the Actions column, and then click Activity List.

2. On the left menu, click Consent.

3. Click the Add New Client Consent Record link.

Client List

Non-Episode Con.

v Activity List

» Cllent Profe Client Consent List k
Linked Consents - Add New Client Consent Record

Currently, there are no results to display for the Client Consent List

Intake

> Screening

> Assessments

> ASAM

> Admission

> Outcome Mea...

4. On the Client Disclosure Agreement screen, complete the following fields.

Table 6-1: Client Disclosure Agreement fields

T T

Entities with Disclosure Agreements

System Agency
Disclosed to Agency
Facility

Purpose for Disclosure
Earliest date of services to be consented

Has the client signed the paper
agreement form

Date client signed consent

| FEI Systems

Select from the drop-down list. This field will display a list of
agencies that have previously created a Disclosure template. This
will prepopulate fields in the “Client Information To Be Consented”
section, which can then be modified if needed.

Select “Yes" if the agency uses WITS.
Select the agency that will be receiving the client’s information.

Select the facility within the selected Agency that will be receiving
the client’s information. Select All Facilities, or an individual facility.

Type the reason for creating the Consent record.
Select the date.

Select "No” to save the screen and have the client sign the paper
form (see below), after client has signed, select “Yes".

This field will become editable when “Yes" is selected in the
previous field.
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Client Disclosure Agreement

# Hide Context Information

Nove: Consentad information may not be radésslosed.

Ertities with Disclasue Agreements

System Agency
l @ fes O Ha

Disclos=d Ta Agency

Disclogad Ta Entity (Non System Apency)]

Client Name Unique Client Number
Wichet, Sara 64537 \EETSMEA52

Purpose for Disclosue

Earliest Dante of Services to be Consented

| o)

lD‘\":-s (@) Ho

Has the cliert signed the paper agreement farm Drate Chiznt Sigred Cansent

Facility

Disclosed From Agency

Tast Training Agency

Client Information To Be Consented
*Exgiration type is required for disclosure activities.

Expiration Type

-
“Eapirzlion fype s reguined fov isclesure activilies.

Chant Infarmation Opticns
Admission
ASAM
ATR Eligibility Screen
Behaviorzl Health Assessment
CAGE-AID Screening
Client Information {Profile)
Client Screening
Consent
CONTIMUUM Trizge™ Assessment
CONTIMLILIM™
DENS AS] Assessment

Digclogure Salection

Comimenis

5. If additional consent information needs to be added or removed from the client’s disclosure agreement, update the
options from the “Client Information To Be Consented” section. Your agency administrator may have set up templates

for the disclosure agreement.

60 | Create Client Consent Record
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Table 6-2: Client Information To Be Consented fields

. Fed | Descripton

Expiration Type and + Days Select either “Discharge (UD)" or “Date Signed (DS)",
then when the yellow field appears, enter the number
of days the consent will expire.

Client Information Options/Disclosure Selection Select options from the box and use the mover buttons
to add or remove the desired consent options.

6. When all required fields are complete, click Save.

Print the Client Consent Form

7. Aftersaving the Client Disclosure Agreement screen, click the Generate Report link to print the Client Consent Form
to get the client’s signature on the paper copy. The printed consent form includes items from the Client Information
Options box along with the Consent Expires information.

c New York WITS Training Generate Report ~ SSRS Reports  Documents (0) Snapshot H

VIOLET, Sara 30 R (222) 1134 44 (mobile)

6453ZJ6875M5352 1 1/28/1991 Female
UNIQUE CLIENT ID CASE # DoB GENDER 5 _FERRED METHOD OF CONTACT

i i H i
FER ClerLis Client Disclosure Agreement +

Home Page Create Referral Using this Disclosure Agreement

> Client Profile
A Hide Context Information
Linked Consents
Note: Consented information may not be redisclosed.
Non-Episode Con.

Client Name Unigque Client Number Disclosed From Agency
Violet, Sara 64537.06875M5352 Test Training Agency
~ Activity List
Intake
» Screening Entities with Disclosure Agreements

> Assessments

System Agency

> ASAM 1
8. Once the client has signed the paper form, update these fields: @ [ rpe s raing by i =
IFIDENTV F H( D DRI E NT RI
* Has client signed the paper agreement form: select “Yes” Fod o and oot Gty m.mmm:.'fwwmm!n";’,’ﬂ?ﬁmm“i’.é’;a
e e e
] I H N it consents in writir
Date client signed consent: defaults to current date e o ' ’
resoarch, audit, or program evaluation; OR e L AN S
9. Click Save and stay on this screen (notice the fields are now grayed for o oy oo NP R g oo
Violation of the Federal law and reguiations by a program is a cﬂmc Suspcdcd violations may be reported
ou t) . to the United States Attorey in the district where the violation
rotect abuse or neglect from
being reported under s)wle law to n‘)ﬂmpnnle state or focal ﬁuliumlres
10. After saving the client consent, a link to add a Client Referral for this Coonity o o i A Pt ot Hre0oramd
. . . . . Source: *A Guide (o the Federal Drug & Alcohol Confidentiality Law and HIPAA', Legal Action Center (1996).
consent will be available. This will open the client referral screen, MSENT FOR TYOWAY RELEASE OF CONFIDENTIAL WFoRMATION
and will pre-populate the signed consent and Agency fields of the et e oo oo S
Referred to section. Tho prpos o disclsro authorzad horis ,
(a) to verify my eligibility to receive and to pay West Care Coordination Inc. for the following ATR services:
(b) needed for other facility or
11. Click the link, Create Referral Using this Disclosure Agreement, o S T e e o s SO
and continue to the next section. s suhorsaton opres s monis ooy’ e
T —— .
e Pt o o e o e ot e
uniess otherwise provided for in the reguiations. | also uudw:l:md that | may revoke this consent at any time
;:f:;b’r‘:n‘ah:;m'hmﬁ;m ':ss -"ery However | undelsﬂand tflnl lack of consent to share information
A e sy e A S RN,
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o N_EW York WITS Training Generate Report ~ SSRS Reports  Documents (0)  Snapshot 3

VIOLET, Sa ra R (222) 111-4444 (mobile,

6453ZJ6875M5352 Female
UNIQUE CLIENT ID GENDER PREFERRED METHOD OF CO

Client List . -
Client Disclosure Agreement +
Create Referral Using this Disclosure Agreement
> Client Profile
A Hide Context Information
Linked Consents
Note: Consented information may not be redisclosed.

Non-Episode Con..

Client Name: Unique Client Number Disclosed From Agency
Violet, Sara 6453ZJ6875M5352 Test Training Agency
v Activity List
Intake
E > Screening Entities with Disclosure Agreements
Client List
>
System Agency
> ASAM —— )
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Referrals
Create a Client Referral

@ Where: Client List > Activity List > Referrals

Continuing from previous section...

Once the Client Consent is complete, create the Client Referral Record. A referral is used when the receiving agency
(another WITS agency) will be providing services for the client. Referrals may also be done from one facility to another
facility within the same agency.

1. After clicking the Create Referral Using this Disclosure Agreement link, the Referral screen will open.

Referral
Raferred By Refomed To
Apmnzy Sigrad Comasry
|Ts:t1hl|lnn.ﬂnm | =08 Tralnkg
ezl Agarcy
|Smﬂn51m'| | SR Training
Saxt Mu—bar Zesiny
e, Val |
Pagre= St Wb

Emmith StrastrS0R 1| Frogeam @ 102802021 -

Srts Ragaorieg Cotagery

Srzgm

AduR atpatient

Racacr Sicte Raporiing Cessgony
H Cehar

la Conaent Verficcicn Ragule T

Om O | |
I3 Coraers Varta s MErSyrie= Specter
O O | |
Corrfrus Thi Gpiacde of ComaT ApgtDets
Om @ B
—
Czezwrta Gremed
Corsant Debe2r1 /2021 n
Disciosum Domalns:
Cllant information (Profic) (05, 31122021} u
Domgant (DS, 2MZr2022)
DONTIHULM THage™ Assezsment (DS, M 22023}
e CONTHULAT (DS, SM1202022)
Rafaral CraatacPanding v DEMS A5 Azzessmiant (D5, 51 22023)

Srzjactaz ans et

o]

Cractmd Do

|5."'12'1I]2'I 420 Fr

B -

2. On the Client Referral screen, complete the required fields in the Referred By section, including:
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. Few | Descripton

Program

Reason

Is Consent Verification Required?
Is Consent Verified?
Continue Episode of Care?

Referral Status

Created Date

Select the Program It should be a referral from a
program with the SOR Ill grant to another program with
the SOR Il grant.

In the drop-down field, select the reason why this client
is being referred.

Select Yes.
Select Yes.
Select No.

State of the referral (this should be “Referral
Created/Pending”).

Date client is referred.

3. Next, in the Referred To section, complete all the required fields, including:

- Fed | Descripton

Signed Consents

Agency

Facility

Program

4. When complete, click Save.

64 | Referrals

Select the consent from list of available consents.

This field will auto populate based on the “Consent”
selected.

The facility the client is being referred to.

The program the client is being referred to. It should be
an SOR Il program.
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Viewing Referrals
Referrals In

@ Where: Agency > Agency List > Referrals > Referrals In

Whenever clients are referred in to your agency from another agency, a message will appear on the Home Page as shown
in Error! Reference source not found.. Clients who have been referred in have signed a consent form agreeing to share
certain information with your agency. To review these referrals, follow the steps below.

Role Needed:

= Referrals (Full Access)

ﬂ Note: Only users with the Referrals (Full Access) role will see Referrals left menu link.

Val Hewltt

& New York WITS Tralmng SSRS Reports  Snapshot VH oo Training, Smith Street v
March @ Thereis currently 1 person that has been referred in. x
12 Hello, Val /
Announcements

You have no announcements,

1. On the left menu, click Agency, click Referrals, and then click Referrals In.

2. On the Referrals In Search screen, in the Referral Status Codes field, select “Referral Created/Pending” and move
this option to the Search Criteria box by clicking the mover button as shown in Error! Reference source not found..

3. After selecting the search criteria, click Go to view the search results list.

val Hewitt

New York WITS Trainin SSRSReports S : v
Agency
Referrals In Search
~ Agency List
cas sasien Crera
> Agency Profile ted
Re e /Pending o
Aliases Referral Terminated
Refused Treatment o
Contacts Rejected by Program
wat List
> Governance
Uniaus Clent Humer FastNams Lasthame
+ Relationships
Announcemen.
estec Date Reterred st
~ Referrals
~ Referrals in
Refemals 0. Search x Clear
Removed Con.
Deisted Cliente Referrals for Smith Street
Grant Manageme. #> Export
GPRA Discharge Unique Gt # Caent Name 0o Crestea e Retering Agency/Faciity Reterrea Ta Wodainy Reterat stamus Retto Facity stenal Comments
'R Follow
GPRA Follow-up 6453ZJ6875M5352 Violet, Sara /2811991 3/12/2021 Test Training Agency/ Smith Street No Admission Required Refemal Created/Pending Smith Street

GPRA Follow-up

Overdose Revers._

4. Notice that any referred clients will appear in the list portion of the screen. To view a client’s referral information, hover

over the Actions column, and then click Review.
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Referrals for Smith Street

#> Export
Unique Client # Client Name DOB v Created Date
‘ 6453ZJ6875M5352 Violet, Sara 1/28/1991 3nzz021

Referring Agency/Facility

Test Training Agency/Smith Street

Referred To Modality

No Admission Required

Referral Status

Referral Created/Pending

Ref to Facility ~

Smith Street

Referral Comments

Review ;{’L|

5. To accept the client referral, click on the Referral Status field and select “Placed/Accepted” from the drop-down list.

The client must be accepted into your agency before viewing the client’s record, or working on the case.

Referral

Referred By

Agercy
[Teat Training Agency ]

Facility
[Sm'rth Streat ]

Sraff Member

’Hew'm. Val ]

Zrogram
[Sm'rth Street/SOR Il Program - 1/28/2021 - ]

Ztats B=portng Categary

[Mun outpatient ]

Fmazon

[Nu capacity ]

i Crthar

[ ]

s Sonsent Verification Required?

Cantinue This Egisede of Care?

Comemenis

Referral Status

I Referral Created,Pending "

Prajected End Date

o

Created Daz=
3272021 422 P

Save and Finish % Cancel

Refarred To

Signed Consents

S0R Training

Agercy

’SOR Training

Eacility

’Sm'rth Streat

Eraff Mamber

l

Erogram

’Recumy SOR Il (-202)

State Reparting Category

’Muh outpatient

Hon-System Agency

[

Neer-Bysterm Madality

l

Neer-Bystem Specifier

Aopt Dae

o

l Undeterminad N

Cansents Gramted
Consent Date:2/1 /2021
Disclozure Domains:

Client Information (Profile) (DS, 3/12/2022)

Conzent (DS, 3/12/2022)

CONTINUUM Triage™ Assessment (DS, 3/12/2022)

CONTINUUM™ (DS, 3/12/2022)
DENE ASI Assessment (DS, 3/12/2022)

6. (Optional) Next, fill in the Appointment Date (Appt Date) and use the drop down box to provide any additional

information about the appointment.
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7. Click Finish to save the record and accept the referral. Note that this action takes you to the Client Profile screen for
the client you just accepted.

(Optional) Additional Referral Status reasons to select:

= Referred/Terminated: When the referral has been deleted by the referring agency.
= Refused Treatment: Select if the client does not want to be treated.
" Rejected by Program: If the client is not eligible or is not acting in compliance.

®  Wait List: If the client is waiting for a slot to open in the program.

J Note: Once the referral is Placed/Accepted, the client record is created within the Agency, and an Intake and
Client Program Enrollment is created within the referred to Facility.
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Referrals Out

@ Where: Agency > Agency List > Referrals > Referrals Out

The Referrals Out screen is used to check on the status of referrals made from your agency to other agencies.
1. On the left menu, click Agency, click Referrals, and then click Referrals Out.

2. On the Referrals Out Search screen, in the Referral Status Codes field, select the desired codes and move them to
the Search Criteria box by clicking the mover button (>).

3. After selecting the search criteria, click Go to view the search results list.

Agen
. Referrals Out Search
~ Agency List

Referral Status Codes. ‘Search Critena
» Agency Profile Placed/accepted
Referral Created/Pending )
Alsses Refaral Torminated
Refused Treatment
Contacts Reacted by Program
wart Lt
+ Govemance
e chens e s ame Las ame

» Relationships

Announcermen.

~ Referrals

> Referrals In

Referrals 0.. Search J x Clear
Removed Con. -
Defeted Cliants Referrals from Smith Street
Grant Manageme A> Export
GFRA Discharge Meme Crested Date. Referred To Agency Refemed To Focitay Non System Agency Refen Refenal Comme
GPRAFollow-up
Green, Ella 1/29/2021 Referral Crested,Pending Administrative Agency Administrative Unit
GPRA Follow-up
Viglet, Sara anzeo Referral Created/Pending SOR Training Smith Street No Admission Required
Overdose Revers.
+ Facility List -
Staff Members
Document Storag.
Alerts Confiqurati

68 | Viewing Referrals | FEI Systems



SOR Il End User Guide

Part 7. Overdose Reversal Kits* Will be updated for SOR 3 in
Phase 3 release

@ Where: Agency > Overdose Reversal Kit

Required Role(s):
®  Overdose Reversal Kits Management (Full Access)
®  Overdose Reversal Kits Management (Read Only)

As part of the SOR reporting requirements, grantees have to provide on a quarterly basis the number of naloxone kits
purchased and distributed with the SOR funds. This new module has been created to track three (3) types of events:

Event Types:
®=  Naloxone Purchase
®=  Naloxone Distribution

®"  Naloxone Administration
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Add New Overdose Reversal Kit Event

1. On the left menu, click Agency, and then click Overdose Reversal Kits.

2. C(lick Create New Overdose Reversal Kit Event.

Overdose Reversal Kit Event Search

+ Create New Overdose Reversal Kit Event

Search Advanced Search

Showing 1 ] D » Select Columns | || = Select View| @ | BB > Export Results
Event Type: Date Numoer Of Kits Agency Name Faciity Name

Naloxone Distribution 09/10/2021 122 New York OASAS Main Facility

Naloxone Administration 00/10/2021 New: York DASAS Main Facility

Naloxone Purchase 09/10/2021 New York OASAS Main Facility

Naloxone Distribution 10/14/2021 200 Test Training Agency Smith Street

«@»

3. Onthe Add Overdose Reversal Kit Event dialog box, complete the fields as shown in the table below.

Table 7-1: Add Overdose Reversal Kit Event dialog box fields

Agency

Facility

Event Type

Date
Staff Member

70 | Add New Overdose Reversal Kit Event

Defaults to the current agency name.

Note: The selected agency cannot be updated once this dialog box
is saved.

Defaults to the current facility name.

Note: The selected facility cannot be updated once this dialog box
is saved.

Select an event type from the drop-down list.

Note: The selected event type cannot be updated once this dialog
box is saved.

Event Type

| -

Naloxone Administration

Naloxone Distribution

Naloxone Purchase

Defaults to the current date.

Defaults to the current staff member logged in.
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Add Overdose Reversal Kit Event

Agency
Test Training Agency

Facility
Smith Street

Event Type

Date
11/8/2021 (B

Staff Member
Hewitt, Val

4. Click Save. This will open the Event Workspace screen.
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Naloxone Purchase

1. On the left menu, click Agency, and then click Overdose Reversal Kits.
2. Click Create New Overdose Reversal Kit Event.

3. On the Add Overdose Reversal Kit Event dialog box, in the Event Type field, select Naloxone Purchase from the
drop-down list.

4. Click Save.
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Add Overdose Reversal Kit Event

Agency
Test Training Agency

Facility
Smith Street

Event Type

Naloxone Purchase

Date
1M/7/2021 =@

Purchased By
Hewitt, Val

Panel: Event

1.  On the Purchase Event Workspace screen, in the Event panel, click the pencil icon to edit the event information.

v Event

Agency:
Test Training Agency

Facility:
Smith Street

Event Type:
Naloxone Purchase

Date:
11/07/2021

Purchased By:
Hewitt, Val

Funding Source:
Sector:
Comments:
Created By:
Hewitt, Val

Created Date:
11/07/2021

Agency
Facility

Event Type
Date
Purchased By

Funding Source

| FEI Systems

Read-only field.

Read-only field.

Read-only field.

Update the date as applicable.
Update the name as applicable.

(Optional) Select appropriate value from the drop down
list. SOR may be the funding source paying for this
event.
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Sector

Comments

Created By

Created Date

+ Event

Agency
Test Training Agency

Facility
Smith Street

Event Type
Naloxone Purchase

Date
172021 B

Purchased By
Hewitt, val

Funding Source

Coalitions

Criminal Justice
Emergency Medical Staff
Family Member

Fire Fighters

Law Enforcement
Nilitary

Comments

Created By

74 | Add New Overdose Reversal Kit Event

Select one or more sectors from the left box by clicking
the name of each sector.

If "Other” is selected, complete the required field, Other
Description.

To remove a selected sector, click the ‘X’ beside the
sector's name.
(Optional) Type comments about this event as

Read-only field displaying the user account who created

Read-only field displaying the date the record was

| FEI Systems



SOR Il End User Guide

Panel: Kits Detail
2. On the Purchase Event Workspace screen, in the Kits Detail panel, click Add Kits Detail.

‘ < Purchase Event Workspace © ~ Done Editing  (Ep B o
Event ~ Kits Detail
Kits Detail
Total # o ts Purchased:
Total Funds Spent
o fems
- Add Kits 'J:li\
v Event

¥
Test Training Agency
Facilty

Smith Street

Event Type
Naloxone Purchase

Date
11/07/2021

3. Inthe Kits Detail panel, update the fields as shown in the table below.

Kit Type Select the type of kit from the drop-down list.
Number of Kits Type an integer.
Cost of Kits Type an integer (whole numbers).

v Kits Detail

Total # of Kits Purchased:

Total Funds Spent.

Cost of Kits
1000

Kit Type
Auto-injector kits (Kalea/Evzio)

Number of Kits
150

E < Gancel

4. Click Save. Continue adding additional kits as needed.
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v+ Kits Detail

Total # of Kits Purchased:
1350

Total Funds Spent:
1000

Cost of Kits:
1000

Kit Type:
Auto-injector kits (Kalea/Evzio)

Number of Kits:
150

—+ add Kits Detair ?

~ Kits Detail

Total # of Kits Purchased:
185

Total Funds Spent:
5000

Cost of Kits:
1000

Kit Type:
Auto-injector kits (Kalea/Evzio)

Number of Kits:
150

Cost of Kits:
4000

Kit Type:
Injectable (intramuscular) .4mg/1ml vial kits (Mylan or West-Ward)

Number of Kits:
35

-+ Add Kits Detail

As you add various Kit Types, Number of Kits and Cost of Kits, WITS will automatically add those values and display in the
Total fields at the top of the Kits detail screen.

76 | Add New Overdose Reversal Kit Event | FEI Systems



SOR Il End User Guide

If you do not know the detail of kits that were purchased, you may directly enter the Total # of Kits Purchased, by clicking
on the pencil icon:

v Kits Detail

Total # of Kits Purchased:

Total Funds Spent:

e
No ltems
4 Add Kits Detail

Enter the number of kits, and click Save.

v Kits Detail

Total # of Kits Purchased

L
m x Cancel

Total Funds Spent;

L

Ne Items

+ Add Kits Detail

Please note that if you later decide to enter the detail for each kit purchased, then the Total # of Kits Purchased will
automatically be replaced by the sum of all of the kits entered below.
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Additional Steps/Related Information

To update kit information, click the Edit icon.

Cost of Kits:
4000

Kit Type:
Injectable (intramuscular) .4mg/1ml vial kits (Mylan or West-Ward)

Number of Kits:
35

—+ Add Kits Detail

To delete a kit type, click the Remove icon and then select either Yes or No.

v Kits Detail

Total # of Kits Purchased:
185

Total Funds Spent:
5000

Cost of Kits:
1000

Kit Type:
Auto-injector kits (Kalea/Evzio)

Number of Kits:
150

Cost of Kits:

Confirm Remove

Are you sure you want to remove?

Yes No

f'
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Naloxone Distribution

To create an Overdose Reversal Kit Distribution Event
1. Click Create New Overdose Reversal Kit Event.

2. Onthe Add Overdose Reversal Kit Event dialog box, in the Event Type field, select Naloxone Distribution from
the drop-down list.

3. Click Save.
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Add Overdose Reversal Kit Event

Agency
Test Training Agency

Facility
Smith Street

Event Type

Naloxone Distribution

Date

11/7/2021 =

Distributed By

Hewitt, Val

4. On the Distribution Event Workspace screen, in the Event panel, click the pencil icon to edit the event information.

v Event

Agency:
Test Training Agency

Facility:
Smith Street

Event Type
Naloxone Distribution

Date:
11/07/2021

Distributed By:
Hewitt, Val

Funding Source:
Location:
Sector
Comments:
Created By
Hewitt, Val

Created Date:
11/07/2021

5. Enter the information.
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~ Event
Agency
Test Training Agency -
Facility
Smith Street v
Event Type
Naloxone Distribution [% -

Date

1/7/2021 9
Distributed By

Hewitt, Val X w
Funding Source

Location

Sector

Coalitions

Criminal Justice
Emergency Medical Staff
Family Member

Fire Fighters

Law Enforcement
Militane

Comments

Agency Read-only field.

Facility Read-only field.

Event Type Read-only field.

Date Update the date as applicable.

Purchased By Update the name as applicable.

Funding Source (Optional) Defaults to the SOR funding source name.

Location (Optional) Enter the location for this distribution event.

Sector Update the selected sector(s) as applicable for this
distribution event.

Comments (Optional) Type comments about this event as
applicable.

Created By Read-only field.

Created Date Read-only field.

6. Click Save.
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Panel: Kits Detail
1. To add the kit detail information, Click + Add Kits detail in the Distribution Event Workspace.

v Kits Detail

Total # of Kits Distributed:

Mo Items

—~+ Add Kits Detail

2. Enter in the type of Kits and the number of Kits.

v Kits Detail

Total # of Kits Distributed:

Kit Type
Auto-injector kits (Kalea/Evzio)

Number of Kits

E
m x Cancel

7. In the Kits Detail panel, update the fields as shown in the table below.

Kit Type Select the type of kit from the drop-down list.
Number of Kits Type an integer.
Cost of Kits Type an integer (whole numbers).

If you do not know the detail of kits that were distributed, you may directly enter the Total # of Kits Distributed, by clicking
on the pencil icon in the Kits Detail panel:
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~ Kits Detail

Total # of Kits Distributed:

No Items

+ Add Kits Detail

v Kits Detail

Total # of Kits Distributed

I
E » Cancel

No tems

“w

+ Add Kits Detail

s

Please note that if you later decide to enter the detail for each kit distributed, then the Total # of Kits Distributed will
automatically be replaced by the sum of all of the kits entered below in the Kits Detail panel.

Panel: Address

On the Address panel, enter any address information known about the event, by clicking on the Edit pencil icon:

v Address

Street 1 Vi
Street 2
city

State:
Postal Code

Street, City, State and Postal code are required to save an address for the event:

+ Address

Street 1

Street 2

Postal Code

E " Ca”08|

http://www.usps.com/
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Naloxone Administration

To create an Overdose Reversal Kit Administration Event

1. Click Create New Overdose Reversal Kit Event.

2. Onthe Add Overdose Reversal Kit Event dialog box, in the Event Type field, select Naloxone Administration from

the drop-down list.

3. Click Save.

Add Overdose Reversal Kit Event

Agency
Test Training Agency

Facility
Smith Street

Event Type

Naloxone Administration

11/8/2021 [0

D Mot Agency Staff

Administered By

Hewitt, Val

The Administration Event Workspace screen includes four (4) panels:

= Event
= Kits Detail
=  Address

=  About the person who overdosed

Panel: Event

1. To enter the event details, click the pencil icon in the upper corner of the event section.

+ Event

Agency
Test Training Agency

Facility
Smith Street

Event Type:
Naloxone Administration

Date:
11/08/2021

Administered By:
Hewitt, Val

Funding Source:

Sector:
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2. Enter the event details and click Save.

—

v Event

Agency
Test Training Agency

Facility
Smith Street

Event Type

Naloxene Administration

Date

11/8/2021 [0

D Not Agency Staff

Administered By

Hewitt, Val

Funding Source

Sector

Coalitions

Criminal Justice
Emergency Medical Staff
Family Member

Fire Fighters

Law Enforcement
Military

Location

Zip Code of Use

Location Setting

Qutcome

Comments

’ Created By
Hewitt, val

Created Date
11/82021 (A

ﬂ * Ganeel

[

Panel: Kits Detail

hitpuiwww.usps.com/ ‘

1. To enter information about the kit or kits administered as part of this event, click Add Kits Detail.

v Kits Detail

Total # of Kits Distributed:

No tems

—+ Add Kits Detail

2. On the Kits Detail panel, select the Kit Type and then enter the total number of Kits Administered.

| FEI Systems
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~ Kits Detail

Total #of Kits Administered:
Kit Type

Auto-injector kits (Kalea/Evzio)

Number of Kits

1

m * Cancel

3. Click Save.
Panel: Address

On the Address panel, enter any address information known about the event, by clicking on the Edit pencil icon:

~ Address

Street 1
Street 2:
City.

]
State
Postal Code

Street, City, State and Postal code are required to save an address for the event:

v Address

Street 1

Street 2

Postal Code

hittp/rwww.usps.com/

Panel: About the person who overdosed
On this panel, enter the Gender, Race, and/or Age of the person who overdosed, if known.

1. Click the pencil icon to open the panel.
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v About the person who overdosed

Gender:

Race:

NED
Age
2. Enter the information on the person who overdosed.
|
~ About the person who overdosed
Gender
Male x v
Race
Other Race x v
Age
40
m X Cancel
Al
3. Click Save.
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Linked events

If the same agency has purchased kits and distributed those kits, it is possible to link those records. It is also possible to link

an administration event to a distribution event.
To associate a Distribution Event with a Purchase Event, follow the steps below.
1. On the left menu, click Agency, and then click Overdose Reversal Kits.
2. On the Overdose Reversal Kit Event Search screen, locate the desired Naloxone Purchase event.

3. Point the ellipsis icon and then click Add Naloxone Distribution Event.

Overdose Reversal Kit Event Search + Create New Overdose Reversal Kit Event

Search Advanced Search

-
Showing 1-9 of 9 4 @ > Select Columns| ||| = SelectView B | = > Export Results
Event Type Date Number Of Kits Agency Name Facility Name
Naloxone Distribution 09/10/2021 122 New York OASAS Main Facility
Naloxone Administration 09/10/2021 0 New York OASAS Main Facility
Naloxone Purchase 09/10/2021 0 New York OASAS Main Facility :
Naloxone Distribution 10/14/2021 200 Test Training Agency Smith Street S
Naloxone Distribution 11/07/2021 0 Test Training Agency Smith Street H
Nall Purchas: 11/07/2021 185 TestTr : '

aloxone Purchase est fraining Agency Add Naloxone Distribution Event %
Naloxone Purchase 11/07/2021 ] Test Traig View Naloxone Event
Naloxone Distribution 11/07/2021 4 Test Training Agency SITIUT SUeer :
Naloxone Administration 11/08/2021 1 Test Training Agency Smith Street H
(@
.

4. On the Add Linked Distribution Event dialog box, review and update the fields as applicable, and then click Save.

This will open the Distribution Event Workspace screen.
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Add Linked Distribution Event X

Agency

Test Training Agency % w

Facility

Smith Street x w

Event Type

Naloxone Distribution v

Date
11/8/2021 [

Staff Member

Hewitt, Val % w

Panel: Event

For linked events, information included in the Distribution Event panel will be pre-populated using options selected on the
linked Purchase Event.

To update event information, in the Event panel, click the Edit icon.

< Distribution Event Workspace © + Donetding S g0
Event v Event
Kits Detail —
Agency. «‘
Address Test Training Agency q :
Facility.

smith Street

Event Type:
Naloxone Distribution

Date:
10/14/2021

Distributed By:
Staffmember, Ellen

Funding Source
Location:
Sector
Comments
Created By:
Weinlein, S

Created Date
10/21/2021

To associate an Administration Event with a Distribution Event, follow the steps below.

1. On the left menu, click Agency, and then click Overdose Reversal Kits.
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2.

On the Overdose Reversal Kit Event Search screen, locate the desired Naloxone Distribution event.

Point the pencil icon, and then click Add Naloxone Administration Event.

£}

Home Page

Search

Agency

[o]e] Search
=

Group List

B}

Client List

Support Tieket

Advanced Search

Overdose Reversal Kit Event Search

— Create New Overdose Reversal Kit Event

Showing 1-9 of 9

Event Type

Naloxone Purchase

Naloxone Purchase

Naloxone Purchase

Naloxone Distribution

Naloxone Administration

Naloxone Distribution

Naloxone Distribution

Date

09/10/2021

09/10/2021

09/10/2021

10/14/2021

11/07/2021

11/07/2021

11/07/2021

Number Of Kits

122

200

185

Select Columns| |||«

Agency Name

New York DASAS

New York DASAS

New York OASAS

Test Training Agenc

Test Training Agency

Test Training Agency

SelectView | 88 | 2 /> Export Results

Facility Name

Main Facility

Main Facility

Main Facility

Add Naloxone Administration Event
View Naloxone Event

ST SUEet

Smith Street

On the Add Linked Administration Event dialog box, review and update the fields as applicable, and then click
Save. This will open the Administration Event Workspace screen.

Add Linked Administration Event

Agency

Test Training Agency

Facility
Smith Street

Event Type

Maloxone Administration

Date

11/8/2021 [

[:] Mot Agency Staff

Administered By

Hewitt, Val

For linked events, information included in the Administration Event panel will be pre-populated using options selected on

the linked Distribution Event.

To update event information, in the Event panel, click the Edit icon.
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< Administration Event Workspace @ ~ DoneEditing (2 B ®

Event ~ Event

Kits Detail .
Agency: rd

Address Test Training Agency &
Facility
About the person who Smith Street
overdosed
Event Type:
Naloxone Administration
Date.
11/08/2021

Administered By
EMS Staff

Funding Source
SOR1I

Sector:
Emergency Medical Staff

Location:
Zip Code of Use:

Location Setting
Atan indoor public place/business (including hotel/motel)

Outcome:
Overdose reversal

Comments:

Note: Linked events allow to prepopulate fields from one event to the next, and it opens the possibility for reporting
across events. However, at this point there are no rules preventing the user from distributing more kits than were
purchased, or administering more than was distributed.
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Reviewing an Overdose Reversal Kit Event

If you need to review and/or edit an event that was previously entered, follow these steps:

1. On the left menu, click Agency, and then click Overdose Reversal Kits.

2. On the Overdose Reversal Kit Event Search screen, locate the desired event to review.

3. Point the pencil icon, and then click View Naloxone Event.

Overdose Reversal Kit Event Search

-+ Create New Overdose Reversal Kit Event

4»

Search Advanced Search
€ 1
| (==
- N

Showing 1-9 of 9 q E] » Select Columns| ||| = SelectView & | = > Export Results
Event Type Date Number Of Kits Agency Name Facility Name
Naloxone Distribution 09/10/2021 122 Mew York DASAS Main Facility H
Naloxone Administration 09/10/2021 0 Mew York OASAS Main Facility H
Naloxone Purchase 09/10/2021 0 New York DASAS Main Facility :
Naloxone Distribution 10/14/2021 200 Test Training Agency Add Naloxone Administration Event %
Naloxone Distribution 11/07/2021 0 Test Training Agen View Naloxone Event H
Naloxone Purchase 11/07/2021 185 TestTr; SITHUT SUEEt :
Naloxone Purchase 11/07/2021 0 Test Training Agency Smith Street H
Naloxone Distribution 11/07/2021 4 Test Training Agency Smith Street H
Naloxone Administration 11/08/2021 1 Test Training Agency Smith Street :

4. On the Event Workspace, click on the Edit button at the top in order to make the workspace editable.

Event

Kits Detail

< Purchase Event Workspace ©

Total # of Kits Purchased:
185

Total Funds Spent:
5000

Cost of Kits:
1000

Kit Type:
Auto-injector kits (Kalea/Evzio)

Number of Kits:

Cost of Kits:

# Edit

@2 6HB8 6

Figure 7-1: Edit
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5. You will then be able to click on the pencil icons for each panel you wish to edit:

< Distribution Event Workspace © + Done Editing  (5h =NO)

Eent v Event

Kits Detail

Agency: 7
Address Tesi Training Agency h
Facility:

Smith Street

Event Type:
Naloxone Distribution

Date
10/14/2021

Distributed By
Staffmember, Ellen

Funding Source:
Location:
Sector:
Comments
Created By:
Weinlein, S

Created Date:
10/21/2021
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